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Preface to 2016 Formats 


This updated edition of Braille Formats: Principles of Print-to-Braille 
Transcription, 2011 has been created to bring Braille Formats into line 
with Unified English Braille (UEB). 


With the implementation of UEB, some of the guidelines set forth in 
Braille Formats, 2011 no longer applied and some just needed to be 
tweaked a bit. As you read through and apply these guidelines, you 
will find that you agree with some of the decisions made and you will 
not agree with others. This document was a study in compromise for 
the committee. We did our best to provide clear, concise guidelines 
that will allow readers to most accurately receive the information 
provided in a braille transcription. 


As you use this document, please note that sample transcriber’s notes 
are just that—samples. They are intended to be used as a guide when 
writing notes in transcriptions. The exact wording shown in the 
samples may or may not need to be adjusted to apply to the specific 
document you are transcribing. Please carefully consider what the note 
says before including it in any text. 


I'd like to thank the committee members for their input and help. 


Cindi Laurent, Chair (2014-2016) 

Marilyn Breedlove (2015-2016) 

Randy Davis (2015-2016) 

Dena Garrett (2003-2015) 

Tina S. Herzberg, Ph.D. (2014-2016) 

Norma MacDonald (2014-2016) 

Susan Spicknall (2015-2016) 

Dorothy Worthington (2007-2016) 
Constance Risjord, Consultant (2014-2016) 
Saul Garza, BANA Board Liaison (2015-2016) 





Preface to 2011 Formats 


This new edition of Braille Formats: Principles of Print-to-Braille 
Transcription, 2011 is more than a revision of the 1997 edition. 
Extensive changes have been made, and this book now supersedes all 
previous editions and updates. A partial list of the changes may be 
found in Appendix A. 


The original intent of this revision was that English Braille American 
Edition would be revised at the same time and that all of the 
formatting decisions for both literary and technical materials would be 
covered in this document. As EBAE is not yet complete there will be a 
period during which they overlap. Where there are conflicts follow 
Braille Formats: Principles of Print-to-Braille Transcription, 2011. 


Another guideline which is nearing completion is the revised Foreign 
Language Guidelines for Braille Transcription. Again, during the 
overlapping period, where there are conflicts follow Braille Formats: 
Principles of Print-to-Braille Transcription, 2011. 


The basic philosophy behind the changes in Braille Formats: Principles 
of Print-to-Braille Transcription, 2011 is simplicity. Decisions were 
based on readability and comprehension for braille readers. It is 
expected that these guidelines will be applied unless a situation is not 
covered. Making the guidelines straightforward allows transcribers to 
make decisions when confronted with material not specifically 
addressed within these sections. BANA made the decision that this 
document is to serve as a set of guidelines. The choice of the word 
Section as a heading has its roots in the idea that this document is a 
set of guidelines, and there is not a hard and fast rule for everything 
encountered in print. The committee tried to make Braille Formats as 
simple to follow as possible, to eliminate exceptions, and to minimize 
cross references. Repetition of some material keeps cross references 
to a minimum. 


We have asked the braille readers on the committee to add a rationale 
at the beginning of most of the sections to explain why we have made 
the changes. It is called the Braille Reader’s Perspective. 


The changes in the layout to Braille Formats: Principles of Print-to- 
Braille Transcription, 2011 are obvious immediately. 
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Presentation of Guidelines. Each section is complete, with few 
references to other sections. A hierarchy of information is used to 
present basic material first, followed by more detailed concepts. 

Decimal Numbering. The change in numbering connects all elements 
of the sections and subsections. 

Examples. Short examples are embedded within the guidelines and 
longer examples at the end of each section. This allows the reader 
to see how the guidelines are intended to be used and eliminates 
the need to hunt through full-page examples for a few lines. 

Sectional Page Numbering. This new page numbering provides a 
way for updates to be added to Braille Formats more easily. 

Appendices. There are several appendices covering blank lines, 
foreign language symbols, interpoint guidelines, agency decisions, 
and a glossary. 


There are four major format changes from the 1997 edition. 


Braille Page Numbering. A distinction is made between transcriber 
inserted pages and print pages, which allows us to retain front 
matter print page order. 

Headings. A new heading level accommodates the need for additional 
distinction in today’s textbooks. 

Nested Lists. All multilevel lists are formatted the same and the 
principles apply for all situations. Each level is indented two cells, 
with all runovers in the same cell. Readers report that as soon as 
they get to the first runover line they know how many levels they 
are reading. This avoids confusion with clashing indent and runovers 
in the same cell. 

Footnotes. Most footnotes are now at the end of the print page. This 
enables the flow of thought to be preserved. There is a new generic 
footnote indicator which will be used with all types of footnotes. 


Lynnette Taylor, Chair (1998-2011) 
Deborah Brown (1998-2011) 
Susan Christensen (2001-2011) 
Dena Garrett (2003-2011) 

Debbie Gillespie (1998-2011) 

Ann Kelt (1999-2011) 

Sandy Smith (2000-2011) 

Dorothy Worthington (2007-2011) 
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Basic Principles and General Formats 
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Fundamentals 


Braille Formats: Principles of Print-to-Braille Transcription, 
2016 (called guidelines in the following sections) provides a 
foundation for transcribing content in an accurate and 
consistent manner. This document is a set of guidelines that 
should be used to make structuring decisions. As print is 
evolving constantly, it is neither possible nor practical to 
provide directives for all potential transcription problems. 
Today’s transcriber will encounter unique print conventions 
and is expected to use experience and judgment in adapting 
the best practices provided in these guidelines when 
encountering situations not covered here. 


All decisions concerning the formation or placement of braille 
dots or symbols conform to the most recent editions of The 
Rules of Unified English Braille (UEB) (called UEB in the 
following sections) and to the rules and usages set forth in 
these guidelines. Exceptions are noted in Formats, §1.2, 
Technical and Specialized Materials of these guidelines and 
conform to those codes and any additional specialized braille 
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1.4.4 
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1.1.8 


1.1.9 


1.1.10 


1.1.11 


1.1.12 


rules or guidelines adopted by BANA following the adoption 
of this document. 


Agencies may have specific requests for the format of print- 
to-braille material such as double-spacing, use of contracted 
or uncontracted braille, interpoint or single-sided embossing, 
inclusion or exclusion of some materials, and special 
formatting requests such as interlining. 


A transcriber does not edit text. 


Print format cannot always be followed. If a particular 
format or font attribute cannot be represented in braille, the 
reader should be made aware of it through the use of a 
transcriber’s note or other device. 


Clarity of presentation always supersedes concerns about 
Space. Space saving is not the primary consideration. 


A transcriber examines the print before beginning a 
transcription in order to structure the text consistently. 


Text is transcribed as printed, with the wording and 
sequence retained. Marginal materials are placed where 
appropriate for their format. 


Expendable materials follow the same formatting guidelines 
as permanent materials. An agency may require some 
modifications, e.g., retaining space for the student’s name 
and date, leaving extra blank lines for writing answers, etc. 


A transcriber notifies the issuing agency when print cannot 
be transcribed. An example might be a book that is primarily 
pictures. 


Print running headers and footers are ignored in braille. 
These often include the chapter or lesson title, the book 
title, etc. 


A Braille Reader’s Perspective. These guidelines are 
written so transcribers can produce the best possible braille 
for readers. In the past, BANA has issued rules that 
transcribers have been expected to follow even though many 
of them have never met a braille reader or seen braille read. 
We hope A Braille Reader’s Perspective gives transcribers 
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1.2 
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1.2.2 


1.2.3 


1.2.4 


1.2.5 


1.2.6 


direction when interpreting the guidelines, especially in 
unusual situations. 


Technical and Specialized Materials 


Transcriptions of technical and specialized material must be 
undertaken only by transcribers who are trained in the use 
of the appropriate braille codes and guidelines, including all 
updates. See the BANA website at www.brailleauthority.org 
for the most current code documents. There are guidelines 
for many different types of materials, including but not 
limited to, knit/crochet directions, music, tactile graphics, 
mathematics, and other technical materials. The website will 
provide additional guidelines as they are developed. 


Graphics. Use the current Guidelines and Standards for 
Tactile Graphics when creating tactile graphics. The 
guidelines are available at 

http://www. brailleauthority.org/tg/index.html. 


Foreign Language. The use of contractions in foreign 
language within an English context has been approved by 
BANA. See Formats, §1.16, Foreign Material in English 
Context, for instructions on transcribing these types of 
materials. 


Linguistics. The transcription of materials using specialized 
linguistics symbols of the International Phonetic Alphabet 
must be done in accordance with the IPA Braille guidelines 
found at http://www. brailleauthority.org/ipa/ipa-braille.html. 


Music Notation. The transcription of all music notation 
must be done in accordance with the provisions of the 
current Music Braille Code, available at 
http://www.brailleauthority.org/music/music.html. 


Mathematics and Science. When transcribing technical 
content (e.g., mathematics, statistics, physics, or chemistry) 
that appears throughout the book, the materials should be 
transcribed according to UEB or Nemeth based on the 
specifications of the requesting entity. Consistency within a 
transcription is required. The following materials are 
available for reference: 
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1.4 
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a. Nemeth Braille Code for Mathematics and Science 
Notation, 1972 Revision, (and applicable updates). See 
the Guidance for Transcription Using the Nemeth Code 
within UEB Context available at 
http://www. brailleauthority.org/mathscience/math-science.html. 

b. Unified English Braille Guidelines for Technical Material is 
a supplement to the UEB Rulebook that provides 
additional examples for technical materials transcribed 
using UEB. This reference is available at 
http://www.iceb.org/guidelines for technical material 2014.pdf. 


Partially Technical Works 


Books with occasional mathematical or scientific terminology 
and notation are transcribed using UEB as the primary code. 
Consistency within a transcription is required. 


Text containing technical notation throughout the 
transcription requires notice of this usage on the 
Transcriber’s Notes page. Samples: 


Mathematical content is transcribed according to The 
Nemeth Braille Code for Mathematics and Science Notation, 
1972 Revision, 2007-2016 updates and the Guidance for 
Transcription Using the Nemeth Code within UEB Context. 

Tactile graphics are produced according to the Guidelines 
and Standards for Tactile Graphics, 2010. 


a. Use of these codes requires knowledge and 
understanding of the code. It is the transcriber’s 
responsibility to seek assistance from a code specialist to 
ensure an accurate transcription of the technical content. 

b. See Formats, §2.6, Transcriber’s Notes Page, for detailed 
information about the Transcriber’s Notes page. 


Definitions, Format, and Terminology 


These guidelines contain definitions that identify print 
materials for which specific braille formats are provided. 
Regardless of print terminology, material in the braille 
edition is identified and transcribed according to the 
appropriate guideline definition. For example, columnar 
materials may be referred to as /ists, columns, tables, or 
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1.4.3 
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LA 


1.4.6 


even figures in print. In braille, the material is identified first 
as fitting one of the specific definitions given for columnar 
material, lists, or tables and then transcribed accordingly. 


Blocked refers to text alignment in which all lines begin at 
the same left margin. 


Formatting patterns of paragraph indentation and runover 
lines are shown as two numbers separated by a hyphen. The 
first number is the paragraph indent and the second number 
is the runover, e.g., use 1-3 format for lists and 3-1 format 
for indented paragraphs. 


A nested list, a list within a list, has main entries and at 
least one level of subentries. 


The main entry begins in cell 1. Each subentry level begins 
two cells to the right of the previous level. All runovers begin 
two cells to the right of the farthest indented subentry. 


Two levels: 1-5, 3-5 

Three levels: 1-7, 3-7, 5-7 
Four levels: 1-9, 3-9, 5-9, 7-9 
etc. 


Displayed material refers to text set off by blank lines and/or 
a different margin. 


Example 1-1: Displayed Material (Print Only) 





... the story begins with a line from poetry. 


The fields are awash in a sea of blue. 





The "sea of blue" refers to the wildflowers growing in abundance ... 








Embedded material refers to text inserted within a 
paragraph. 
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Example 1-2: Embedded Material (Print Only) 





... the story begins with a line from poetry. The fields are awash in a sea of 
blue. The “sea of blue” refers to the wildflowers growing in abundance ... 











1.5 Formatting for Magazines or Newsletters in 
Noninstructional Material 


Where it is desirable to indicate ends of articles, stories, 
etc., a termination line consisting of a dot 5 followed by 12 
consecutive dots 2-5 should be centered on a new line. Do 
not insert blank lines above or below this line unless 
required by other formats, e.g., headings, lists, poetry, etc. 
If there is insufficient room below the termination line for 
the heading and the first line of text, the new item should 
begin on a new page. 


1.6 Volume Information 


1.6.1 Volume Size. An agency may specify maximum braille 
volume size for the transcriptions that it sponsors. The 
decision may be based on the reading level, especially for 
lower grades. Volume size is dependent also on output as 
either single-side or interpoint. 


a. End a braille volume with a logical break in content, e.g., 
at the end of a unit, part, chapter, or section. 

b. Adherence to this principle is more important than 
maintaining uniform volume size throughout the braille 
edition. 


1.6.2 Volume Numbering. Volumes are given consecutive arabic 
numbers that are to be: 


a. Placed on all title pages. 

b. Indicated in the table of contents for the first volume. 
(See Formats, §2.10.3, Headings.) 

c. Placed on the cover label. (See Formats, §1.17, Volume 
Labels. ) 


1.6.3 Preliminary Volumes. A volume composed entirely of 
transcriber-generated pages, the table of contents, and 
other front matter is labeled as a “Preliminary Volume.” 
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The volume designation on the title page is “Preliminary 
Volume.” 


. An arabic number is added if there is more than one 


preliminary volume, i.e., “Preliminary Volume 2.” 
An agency may designate “Preliminary Volume” as 
“Volume 1.” 


Supplemental Volumes. A volume composed entirely of 
segments of back matter (e.g., glossary, handbook, index, 
etc.) may be labeled as a supplement. This can be useful 
when the book is not transcribed from front to back and 
volume divisions are not known. 


d. 


The volume designation on the title page is “Supplement” 
followed by the number of the supplement, e.g., 
“Supplement 2.” 


. The volume designation may be specific when the entire 


volume is composed of a single type of back matter. For 
example, “Supplement 1: Glossary.” 


End of Volume. Indicate the end of each volume on the last 
page. 


d. 


In each volume include a centered-and-numbered 
volume statement enclosed in transcriber’s note 
indicators: End of Volume __. 


. In the final volume include a centered end-of-book 


statement enclosed in transcriber’s note indicators: The 
End. 

Whenever possible, precede the end-of-volume 
statement with a blank line. 


Example 1-3: End-of-Volume Statement within Braille Page 





Oo ON BD UM 
WO oe eee. eee 








d. 


When text ends on the next to last line of a page, the 
end-of-volume statement may be placed on the last line. 
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1.7 
i ear gee 


Example 1-4: End-of-Volume Statement on Line 25 





yy Mae ete a ae 

23). oat eaters. 

24 sts: 

25 iii ibibibii ie spagipep% 











e. When the text ends on the last line of a page, the end-of- 
volume statement may be included on the line if it is 
preceded and followed by three blank cells. 





Example 1-5: End-of-Volume Statement Added to Line 25 
igh Meee aetey "se ehas te eee es aslo. aia eee ee ake 

DA ee See erg cee ce eens Art 

25 a te: 3: :° gob ew pels: o, 78 





f. When there is not sufficient room for the text and end-of- 
volume statement at the end of the page, carry one line 
of text to the next page. 

g. Transcribe the end-of-volume statement on the last 
page, regardless of format (such as glossaries). 


Example 1-6: End-of-Book Statement in Glossary 





20 Ss i$ oe occ ooo 





DT, SER ec ee ete at ee OE ea oa a) ee es 
22 Iiliiiiiiiiiiiiiiiiii oc | Bc 

DO ee es Se as ee ee ee er ac ee ee che ie 
DA ity Re ea ay eae ee a et ee a 
Peay viCre eee cue et Siete Seen see arte is nce aL Eee emcee aera Sart 








h. The end-of-volume statement follows print indications of 
the end of a play, when a phrase such as “Curtain 
Falling” occurs as the last text in the volume. 


Page Size, Line Length, and Line Spacing 

Materials are usually embossed on 11%” x 11” braille paper 
with 25 lines, with a maximum of 40 cells per line. Single 
line spacing is used. 


a. An agency may specify the page size and line length to 
be used in transcriptions that it sponsors. 
b. An agency may request double-spacing. 
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1722 


1.7.3 


1.8 
1.8.1 


1.8.2 


Double-spacing is often requested when a reader is learning 
braille. 


a. Use two blank lines wherever there is normally one blank 
line. 

b. Insert a blank line before and after a page change 
indicator. 


Exceptions: 


c. Single-space title pages and supplementary title pages. 
d. Single-space puzzles, such as crosswords and word 
searches. 

Single-space tables. 

Single-space spatial equations. 

Do not insert any blank lines after a top box line. 

Do not insert any blank lines before a bottom box line. 
Do not insert any blank lines between column headings 
and the separation line. 


-— DTW >" O 


If print interlining is requested, the print must appear word- 
for-word above the braille. 


Titles and Running Heads 


Titles. The complete book title, including a grade level (if 
indicated in print), subtitle, series title, and edition name or 
number, appears on the first line(s) of braille page 1 in each 
volume. 


a. Center the title on line 1, and other lines as necessary. 

b. Follow print for capitalization. 

c. Leave a minimum of three blank cells before the start of 
the title. 

d. Leave a minimum of three blank cells between the end of 
the title and the print page number. 

e. Insert a blank line following the title information. 


Running Heads. If a braille running head is used, it 
appears on the first line of every page, except the title page 
and the first page of text in each volume where the full title 
is indicated. 
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The running head is centered on the available cells of the 
first line, i.e., leaving at least three blank cells at both the 
beginning of the line and before the print page number. 


a. A blank line is not inserted after a running head unless it 
is required by other formats, e.g., headings, lists, etc. 

b. The running head is limited to one braille line, and the 
same wording and capitalization is used on all pages of 
all volumes in a transcription. 

c. The running head is formed from the title on the print 
title page. 

d. Follow print for the capitalization. 

e. If a title is too long to use as the running head, either 
adjust capitalization or choose key words from the title. 


Example 1-7: Running Head 





EHploring ee omens 


Bsychologu 


J PUPP SP SHUM ER EBS 











1.9 Paragraph Format 
1.9.1 Follow print for capitalization at the beginning of a 
paragraph. 


Example 1-8: Uppercase Used at Beginning of Paragraph 





THE OLD WOMAN FOLLOWED THEM home from the grocery store. 











1.9.2 Use 3-1 margins for indented paragraphs. 


1.9.3 Use 1-1 margins for blocked paragraphs. A blank line 
precedes each blocked paragraph, unless it follows a cell-5 
or cell-7 heading. 
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1.9.4 


i Ee es) 


1.10 
1.10.1 


1.11 
1.11.1 


Loo 2 


1.11.3 


Exception: Use indented paragraphs when an entire text is 
printed in blocked paragraphs. Note this change on the 
Transcriber’s Notes page. 


Numbered or lettered paragraphs that do not indicate a list 
are indented or blocked as they are in print. In a numbered 
paragraph the numbers are present typically for discussion. 
In a list the numbers are present for itemizing. 


Follow print when print uses a blank line to show a break in 
context. Follow print when the break in context is shown 
using some type of print symbol. Center the braille 
equivalent on a separate line. If print uses more than one 
symbol, place a space between each symbol. If print uses a 
symbol for which there is no braille equivalent, use a 
transcriber-defined symbol. 


Word Division 

Do not divide words at the end of a line except for purposes 
of instruction (e.g., in grammars or spellers), or in line- 
numbered prose or poetry. Hyphenated compound words 
may be divided between lines at an agency’s discretion. 
Follow print for syllabification when words are divided for 
purposes of instruction. Follow print when words are divided 
between print pages. 


Print Page Numbers 

All print page numbers, including front matter pages, are 
included in braille. The print page number is located at the 
end of line 1. 


Exception: Pages of text at the end of the book that are not 
included in the braille volume do not have to be accounted 
for, e.g., photo credits. 


When a print page begins at the top of a braille page, the 
print page number is placed to end at the right margin on 
the first line with three or more blank cells left between the 
end of the text, or running head, and the page number. 


When a new print page begins in the middle of a braille 
page, the print page number is preceded by the page 
change indicator. The indicator, a line of unspaced dots 36, 
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is on the same braille line as the page number, starting at 
the left margin and ending with the new page number at the 
right margin. There is no space between the page change 
indicator and the first symbol of the print page number. 





Example 1-9: Page Change Indicator Mid-Braille Page 





a. The presence of the print page change indicator does not 
affect the use of blank lines. 

b. Insert a blank line before the page change indicator when 
the text ending the print page would normally be 
followed by a blank line. (See Sample 1-1: List at End of 
Print Page on page 1-21.) 

c. Insert a blank line after the page change indicator when 
the new print page starts with a format that normally is 
preceded by a blank line. (See Sample 1-2: Heading at 
Beginning of Print Page on page 1-22.) 

d. Use only one blank line following a page change indicator 
when the guidelines require a blank line before and after 
a page change indicator. 
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1.11.4 


L115 


Example 1-10: Blank Line After Page Change Indicator 





down 
territory 
migrate 
—New Print Page— 
360 


Choose the letter of the answer that best completes each statement. 
1. Which of these is a bird of prey? 
a. eagle 
b. pigeon 
c.toucan 
d. ostrich 











Begin the new print page on the next braille page when 
there is not enough room for the page change indicator and 
one line of text (other than a heading). Page change 
indicators may appear on line 2 following a line of text, or on 
line 3 after a running head and one line of text. 


Implied Page Numbers. For a number of reasons, a print 
page may not show a page number, yet it is implied. In 
braille, the print page number is inserted whether or not it 
appears in print. 


a. An image may cover the area where the page number 
normally appears, and the page number is not shown. 
The page number is implied. 

b. Page numbers do not always appear on the first pages in 
the front matter. The page numbers are implied when the 
print page numbers start with something other than for 1. 
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1.11.6 


1 I 


No Print Page Numbers. Some books have no page 
numbers or there are sections of text without numbers. For 
example, a section of photographs with captions but without 
page numbers may be inserted between two consecutive 
page numbers. Sections at the end of the book also may be 
unnumbered. 


d. 


b. 
c; 


Insert a row of unspaced dots 36 across the width of the 
line to indicate print page changes. 

Continue braille page numbering on these pages. 

If the page change indicator would fall on line 25, move it 
to the next braille page. 


. The page change indicator can be placed on line 1 if no 


running head is used. 

If the page change indicator would fall at the top of a 
braille page, and a running head is used, place the page 
change indicator on line 2. No blank line is required 
between the running head and the page change indicator. 


Lettered Continuation Pages. Material on a print page 
typically continues on one or more braille pages. 


d. 


b. 


Place the same print page number to end at the right 
margin on line 1 of each of these pages. 

Precede the page number by an unspaced a for the first 
continued page, b for the second, etc. These letters are 
transcribed without the grade 1 indicator, and the usual 
three blank cells are left between the end of the text or 
running head and the lettered page number. 


Example 1-11: Lettered Continuation Pages (Print Only) 














45 a45 b45 a46 























88 89 90 91 











c. Use double letters, aa, bb, etc., when the continuation 


page number goes beyond z. 
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1.11.8 


1.12 
jo 2 | 


1.13 
L151 


Combined Print Page Numbers. When the first page of 
text does not begin with a page numbered as i, I, or 1, or 
has some other logical sequence of numbers, a combined 
print page number is inserted to account for the preceding 
pages. Do not combine different types of numbering 
systems, €.g., roman and arabic numerals. 


a. Combine the initial roman or arabic number with the 
number of the page on which the text section actually 
begins (e.g., i-v, I-V, or 1-5) and place this combined 
page number at the right margin. If lettered continuation 
pages are required, they carry only the number of the 
page on which the text section actually occurs, €.g., av, 
aV, or a5. (See Formats, §2.3.8d, Print Page 
Information. ) 

b. When one or more pages contain only headings, such as 
the book title, part, unit, or chapter, combine the 
headings with the following text on a single braille page. 

c. Include the full pages of material omitted from the braille 
edition in a combined page number, e.g., 25-29. 

d. When a page is blank or has only an uncaptioned 
illustration, combine that/those page(s) with the next 
page on which text occurs. (See Sample 1-3: Combined 
Print Page Numbers on page 1-23.) 


Material Printed Across Facing Pages 


Material printed and read across two facing pages of a book, 
when there is no other material on either page, is treated as 
if it were on a single print page. The combined print page 
numbers (e.g., 44-45) are placed to end at the right 
margin. If lettered continuation pages are required, they 
also carry the combined print page numbers, e.g., a44-45, 
b44-45, and so forth. (See Sample 1-4: Material Across 
Facing Print Pages on page 1-24 and Sample 1-5: Material 
NOT Transcribed Across Facing Print Pages on page 1-26.) 


Letter/Number or Number/Number Combinations 
Such pagination is used widely for sections of a classroom 
text or to identify portions of exercise and laboratory 
manuals. A speller section may be numbered as $1-S7; 
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pages IV1-IV5 may identify drills to be used with Chapter 
IV; or pages in Chapter 6 may be numbered 6-1, 6-2. 


a. Numbers that identify consecutive pages of text end at 
the right margin. 

b. Follow print for the sequence of the page numbers, using 
the continuation letter as needed. 

c. Omit the print hyphen; a transcriber’s note noting this 
change to print is required. 


Example 1-12: Letter and Number Page Numbers 














Print Combined Page Numbers Combined/Continued Numbers 
IV49 © /EV49-51) soe Seb eS seats. |alV49-51 

7718 TIS=19.. <5 5805 Soa eee a77S-79 

1-65 165-66 Ste pce sagen ee al65-66 

6-12 G24 alee sas a6-12-14 














d. Words preceding page numbers are changed to an 
appropriate uppercase letter, e.g., change Reference 1 to 
Ri. Note this change on the Transcriber’s Notes page. 


Example 1-13: Word and Number Page Numbers 





Word/Number | Combination/Continued Page Numbers 








Reference | R1 
Reference al aR1 
Reference 1-6 R1-6 
Reference al-6 aR1-6 


Reference 1-a6 R1-aR6 














e. When the page numbers are referenced within the book, 
such as the table of contents and index, the same 
method applies. No continuation indicators are used. 

f. Option: The letter may be omitted when all the pages 
within the book have the same letter preceding the 
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1.14 
1.14.1 


number. Note this change on the Transcriber’s Notes 
page. Sample: 


All page numbers in the text begin with the letter R, which 
has been omitted. 


Numeric and Alphabetic Print Page Numbers 


Some books include spelled out (alphabetic) print page 
numbers in addition to the numeric numbers. This practice is 
often seen in math, foreign language, and lower grade 
books. As this technique is a learning strategy, it is 
important to include both numeric and alphabetic numbers 
in braille. 


a. Follow print for the use of hyphens within the alphabetic 
number. 

b. The numeric and alphabetic numbers must appear on the 
same braille page. 

c. The alphabetic page number is placed on line 1 if there is 
no running head and on line 2 if there is a running head. 
The alphabetic page number is preceded by six cells of 
the page change indicator symbol (dots 36). Runovers 
are in cell 7. 

d. Do not include the alphabetic page numbers on 
continuation pages. 

e. No other text can appear on the line with the alphabetic 
page number. 

f. Include both alphabetic page numbers when combined 
page numbers are used, e.g., 2-3 and two-three. 


Example 1-14: Page Number without Running Head 





i =i itis 
2 °° oS ee e 





Example 1-15: Page Number with Running Head or Short Title 
(eet ee err ee ae noe 
rR 
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1.15 
i espe 


Le 25.2 





Example 1-16: Page Number with Page Change Indicator 

i Be eee 

Pree sre eee ere Te ere ere ere eer ere reer errr Rie ere rere re ces 
ce 8 8=—i(ié‘éi ER 

atts 








g. A blank line is not inserted between the alphabetic page 
number and the full title on the first page of text. 


Example 1-17: Long Page Number with Title on First Page 








BRWN PB 





Braille Page Numbers 


All pages, including transcriber-generated and front matter 
pages, must have a braille page number. Exception: See 
Formats, §1.15.1f. 


a. Place braille page numbers at the right margin on the last 
line of the braille page. 

b. Precede transcriber-generated braille page numbers by t. 
(See Formats, §2.2, Transcriber-Generated Page Basics.) 

c. Precede print front matter braille page numbers by p. 
(See Formats, §2.7, Front Matter Basics. ) 

d. Begin the main text of each volume with braille page 1. 

e. Show braille page numbers on all pages in single-side 
braille. 

f. Some agencies suppress the even braille page number in 
interpoint braille. 

g. At least three blank cells precede the braille page 
number. 


Repeated or Omitted Braille Page Numbers. Explain any 
discrepancies in braille page numbers (e.g., when a braille 
page number is repeated or omitted for some reason) on the 
Transcriber’s Notes page. 
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1.16 
1.16.1 


1.16.2 


1.16.3 


1.17 
1.17.1 


Foreign Material in English Context 


The provisions given in these guidelines apply to the 
transcription of foreign words and phrases appearing in 
English language materials other than those texts teaching a 
foreign language. 


Foreign Material. For the purposes of agencies and 
transcribers working with codes of the Braille Authority of 
North America, any language other than modern English is 
considered a foreign language. This includes Old English and 
Middle English, as well as transliterated or romanized forms 
of languages such as Arabic, Chinese, Greek, Hebrew, 
Japanese, and Russian. 


Foreign language words or phrases within an English 
language paragraph are contracted. Use modified letter 
indicators to represent accented letters. If a modification 
applies to a letter that would be part of a contraction, do not 
use the contraction. Use UEB symbols for inverted 
punctuation. (See UEB §4.2.1-4.5.2, Letters and Their 
Modifiers; §13.2, Using UEB Contractions; and §13.5, Using 
UEB Signs.) 


Example 1-18: Foreign Language in an English Context 





The word for sled is trineo. 











Example 1-19: Contraction Not Used with Accented Letter 





The word for woodshed in Spanish is lefiera. 





Volume Labels 
Labels are applied vertically to volume covers. The label 
content is an agency decision, but typically includes: 


Title 
Volume number 
Inclusive print pages 
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1.17.2 Add inclusive letters for dictionaries and other multi-volume 
alphabetical reference books. 


1.17.3 Most labels are limited to 30 cells and 2-4 lines. 


Example 1-20: Volume Label 





The Seven Wonders of the World 
V5: 105-145 











1.18 Samples 


Sample 1-1: List at End of Print Page, page 1-21 

Sample 1-2: Heading at Beginning of Print Page, page 
1-22 

Sample 1-3: Combined Print Page Numbers, page 1-23 

Sample 1-4: Material Across Facing Print Pages, page 
1-24 

Sample 1-5: Material NOT Transcribed Across Facing Print 
Pages, page 1-26 
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Sample 1-1: List at End of Print Page 


1 Older adults increasingly use words that convey positive emotions. 
2 Brain-wave reactions to negative images diminish with age. 


(Return to Text) 


—New Print Page— 


-171- 
Moreover, at all ages, the bad feelings we associate with negative events fade 
faster than do the good feelings we associate with positive events. 


Print Page Break at the Beginning of a Braille Page 


—New Braille Page— 
a Braille Page 
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A 


Ho Oo NN DD M1 


Sample 1-2: Heading at Beginning of Print Page 
Others have special structures on their back in which their young develop. 
—New Print Page— 


-325- 


Frogs and Toads 


Have you ever wondered what happens to frogs and toads in the winter when 
the temperature falls? 


oO 2B Bo PRUE ca etree Hh thane og 


11 


(Return to Text) 
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Sample 1-3: Combined Print Page Numbers 


5 


What do you think of when you hear 
the words building blocks? Perhaps 


Unit One 


Characteristics of 
Living Things 


and are going to explore very special 
building 





i: Rete ee ae 

a ae ee ae eae ee 

-_ 

ee ee ae!) ae ae en ae ee ee ee 

SHERUIGH GPHS aes 

25 sesess ee a ee ie 
—New Braille Page— 

fe ee er yam te eee | ee ier = — 


(Return to Text) 
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Sample 1-4: Material Across Facing Print Pages 
44 45 
Text is read across facing pages as if both pages were 


a single page. 





Td, De eeus ae et: Arar Nee ee Se rece Sa re Sore 

2-8). See Sees: es Cee Scere ee. Seee te 

Be MECeee ee a ee ee es ee ee a 
—New Braille Page— 

1 *5t57% bere act * 


(Return to Text) 
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Sample 1-5: Material NOT Transcribed Across Facing Print Pages 





March— 
Construction 
timeline set 


Nov.—ED5S 

Substation 

upgrade to 
begin 


May- Test Track 
Substation 
expansion to 
begin 


Down by the station early in the morning 


See the little pufferbellies all in a row 
See the station master turn the little handle 
Puff, puff, toot. toot, of f we gol 





April- EDS July- Test Track 
Substation Substation 
uperade complete 
complete 








Fall — June 230 Jen. 230 kY May SE's Oct.— Jan.— 
Construction kV EDS-to- Thornton Project: PV- System Systemin 
Starts on 230-kV Thornton Road-to-Test to-Duke line testing service 
EDS-to-Thormton Road line Track line and yards 
Road line complete complete complete 
1-26 Section 1 


Basic Principles and General Formats 


Return to Text 
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Section 2 


Transcriber-Generated Pages and Front Matter 


N NNNNNNNNNNNNN 
ran FPREEFUWOONAUAWNFH 
WNrF © 


2.1.1 


2 ded 


2.2 
Zi2e4 


Fundamentals siccsisrrseaeeeierrbeees eeei ie bebe ehies bsaeeinobdebin dee aiees ani es 2-1 
Transcriber-Generated Page BaSiCS...........ccccscceeseeeesseeseeeeseeenseeteanensanes 2-1 
FIRS “RAGES sere eitns ite ween eves teacher ek aeea hac shee bec vag hagas ee vee ncaa 2-2 
Second and Subsequent Title PageS. ............ccceececseeeeseeeeseeenssersesenaees 2-11 
Spectal Syimbols Pade sane ayass aye naes a yeen tans hee bus aeons ees Sane peers es 2-13 
Transcriber’s Notes Page viii niin eeede eee 2-13 
Front Matter Basics caw setidanaiaadisetiaadadsaaddlanimrdiannadsinebeediemuadunaatn 2-14 
BOOK COVES and Jackets a iii hala el tale soul els relarele sal dveatelaceanel ieee: 2-15 
Dedications and ACKnNOWlIEdGeEMENS........cccccccee cess eeseeeenetenneeeaeeenaeneaas 2-15 
elle OF: COMTCATS nctecneessarches samen oy oe alonseeh ein se et teun cnet teen seehrinseet heuncnets 2-16 
OUISM Front Mater iselvoncueleGiato he bacotsybakubl eben cote batabatbntstaluadets 2-22 
Body Matter vcssesicesscecueeeey eae cares eek ee ee ee ee 2-22 
Salles tenuis cs vuns ween sens esse sacs ess ins ees Res 2-23 

Fundamentals 

Transcriber-generated pages have no corresponding print 


pages and are distinguished from the book’s front matter by 
a unique set of braille page numbers. 


Front matter and body matter are terms that align with 
publisher source files, and these files are used frequently in 
braille production. All front matter is transcribed in the same 
order as print. 


A Braille Reader’s Perspective. The t (transcriber- 
generated) pages clarify to the reader what the transcriber 
has added to or gleaned from the print text. 


Transcriber-Generated Page Basics 


Transcriber-generated pages include information added for 
the braille reader and are inserted in the following order: 


Title page 

Second title page(s) 
Special Symbols page 
Transcriber’s Notes page 
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a. These pages do not have print page numbers. 

b. Braille page numbers are preceded by the letter t, e.g., 
t1, t2, etc. 

c. Several titles of a series may be bound together by the 
publisher, with individual title pages, ISBNs, etc. A title 
page, and a second title page if necessary, is inserted 
before the beginning of each title. Each new title page 
begins with braille page t1. 


2.3 Title Pages 


22550 Copyright law requires that a print copy of the braille title 
page be included in the braille edition. Place the print title 
page before the braille title page. 


232 The print title page is the preferred source for the braille title 
page information. 


2.3.3 Title Page Basics 


a. All volumes include a transcriber-generated title page 
with five segments of information. Information is grouped 
into the following order: 


Title segment 

Author segment 

Publisher and Copyright segment 
Transcriber/Transcription segment 
Volume Information segment 


b. The first title page must include text on the first and last 
lines of the braille page. 

c. Use 1-3 format for all items on the title page unless an 
agency requires a different format. 

d. There are no blank lines within a segment. 

e. One or more blank lines may be inserted between 
segments, depending on the amount of information on 
the title page. Distribute the blank lines evenly when 
possible. 

f. An agency may have its own requirements for title pages. 
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2,304 


Title Segment 


d. 


Place the book title, subtitle, series name, and the edition 
name or number, on the first line or lines of the title 


page. 


. Follow print for capitalization of all titles, subtitles, and 


grade levels. 
Space permitting, each element of the title, subtitle, 
series name, and edition statement begins on a new line. 


. Some title pages are very dense with text, and there may 


not be enough space for each item to begin on a new 
line. The series name and edition may be placed on the 
same line as the title and grade level or subtitle, 
separated by semicolons. 

A series name may be part of the title. Examine the text 
to determine what the correct title is. Check the list of 
the author’s works and other places in the book where 
the title may be used. (See Sample 2-1: Title with a 
Series Name on page 2-24.) 

A book may have a group of separate ancillary books as 
part of the set. The primary book title is used as the 
subtitle for the secondary books when the transcriber has 
the main text and the ancillary books. (See Sample 2-2: 
Titles in a Set on page 2-25.) 


. Grade/Level. A grade level shown in words or numerals 


is transcribed as printed and placed on the line with or 
following the book title. If there is room, the grade level 
goes on the same line as the title, separated by a 
semicolon. Sometimes this information is found only on 
the book spine or back cover. Do not include the grade 
level if it is not clearly apparent. A graphic design of 
lines, dots, etc., determined to be the grade level is 
transcribed as an arabic number. (See Sample 2-3: 
Grade Level on Back Cover on page 2-26 and Sample 


2-4: Grade Level Indicated by Dots on Spine on page 
2-27.) 


. The publisher’s name is included in the full title when it 


appears with the title of the book. Publishers have stated 
that the publisher’s name is a part of the title in this 
situation. Typically the publisher’s name included as part 





2-3 Section 2 
Transcriber-Generated Pages and Front Matter 


2.3.5 


of the title is important, because the publisher is an 
imprint of a larger publishing company. For example, 
Prentice Hall is a Pearson Education subsidiary. While the 
book may be published by Pearson Education, the title is 
a Prentice Hall book and consequently Prentice Hall is 


part of the title. (See Sample 2-5: Title and Subtitle 
Including Publisher’s Name on page 2-28 and Sample 
2-6: Title with Edition Number and Subtitle on page 
2-29.) 


Author Segment 


d. 


b. 
c: 


Do not insert “By” before author/editor names unless it is 
included in print. 

Follow print for capitalization of the author/editor names. 
Authors may be listed on separate lines, or follow one 
another on the same line, separated by a comma. 


. Author affiliations/degrees are included on the title page 


if the information fits in its entirety. 

Only the first or principal author or editor is placed on the 
title page when there are more than three names, or 
when all the names will not fit. Use “et al.” following the 
first name. “Et al.” is not italicized and the grade 1 
indicator precedes al. Place the full list of authors/editors 
on the second title page. (See Formats, §2.4.2, Second 
and Subsequent Title Pages. ) 


Example 2-1: Title Page 








John Gillespie, Ph.D. Green University 
Maria Czepyha, South Dakota College 
Richard Clark, MLS, Swiss College 
Anne Garrett, Ph.D. Kelt University 








f. The editor’s name is used only when authors are not 


g. 


listed. 

A translator’s name is included on the line following the 
author’s name. (See Sample 2-7: Translator on page 
2-30.) 
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h. Names and information about the print illustrators are 
not included. 


2.3.6 Publisher and Copyright Segment 


a. Publisher Information. Depending upon whether or not 
copyright clearance has been obtained through an 
agency, the title page includes one of the following: 


(1) When authorized by copyright law, the title page 
states “Published by” followed by the publisher 
information. 


Example 2-2: Publishing Statement for Authorized User 





Published by Standard Press New York, New York 











(2) When permission has been specifically obtained from 
the publisher, the title page states “With permission 
of the publisher” followed by the publisher 
information. 


Example 2-3: Publishing Statement for Permission Obtained 





With permission of the publisher, Standard Press New York, New York 











b. Publisher’s City and State/Province. Many books list 
a group of publishing cities, and sometimes a 
state/province. Include the first city on the title page. The 
state/province is included only if one appears in print. 
Follow print if the state/province is spelled out or if the 
postal code (state/province abbreviation) is used. 

c. Publisher’s Website. The publisher’s URL is included on 
the title page if it appears on the title page, copyright 
page, or cover of the book. Insert the website on the line 
after the publisher’s city/state. (See Sample 2-8: 
Publisher Website on page 2-31.) 
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d. Copyright Notices 


(1) Use the copyright symbol when it appears in print. 
Follow print for spacing. 

(2) Only the most recent copyright date and copyright 
holder are placed on the title page of each volume. 
All other dates are ignored. 


Example 2-4: Copyright Year 








Copyright © 2005, 2001 by Macmillan/McGraw-Hill. All rights reserved. No part of this publication may be 
reproduced or distributed in any form or by any means, or stored in a database or retrieval system, without | 











(3) When a text is copyrighted without a date, only the 
word “copyright,” or the copyright symbol, is placed 
on the title page. 

(4) When a text is not copyrighted, place the word 
“printed” on the title page followed by the latest 
printing date that is given in the text. 

(5) Omit the statement about reservation of rights. Do 
not add anything when copyright and printing 
information is not in print. 


e. Reproduction Notices. Under amended provisions of 
the U.S. copyright law, the permission of publishers or 
copyright owners is not required by an authorized entity 
for transcription or distribution of previously published 
nondramatic literary works in a specialized format. 


(1) Insert the following required reproduction notice on 
the next line after the copyright notice: 
Further reproduction or distribution in other than a 
specialized format is prohibited. 
(2) If required, the Canadian reproduction statement is 


found on the second title page. (See Formats, 
§2.4.2c, Second and Subsequent Title Pages. ) 
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Exception: An authorized organization or agency must 
obtain the publisher’s permission for transcription of the 
following: 


(3) Computer programs, except for those portions that 
are displayed to users in conventional human 
language. 

(4) Dramatic works, whether prose or poetry, that are 
not in the public domain. 

(5) Music and any accompanying lyrics. 

(6) Standardized, secure, or norm-referenced tests and 
related testing materials. 

(7) Texts produced by foreign publishers, and without 
U.S. copyrights, that are to be distributed in foreign 
countries. 


Note: In the U.S. any unauthorized organization, 
government agency without a specific mission for 
services for the blind, or unaffiliated transcriber must 
obtain permission of the publisher or copyright owner 
before beginning the transcription of any text. 
Sponsoring organizations, agencies, and transcribers in 
other countries similarly are responsible for determining 
and observing all applicable copyright laws. 


ISBN. The International Standard Book Number (ISBN) 
is assigned to identify specifically a particular book. The 
International Standard Serial Number (ISSN) similarly 
identifies a magazine, journal, or other periodical 
publication. This number typically appears on the 
copyright page or on the book cover. 


(1) Place the ISBN or ISSN on the next line after the 
reproduction notice. 

(2) Include the ISBN for the appropriate version of the 
book (hardcover, paperback, etc.). The back of the 
book typically includes the ISBN and is the easiest 
location from which to find the accurate number. 

(3) Follow print for capitalization, punctuation, and 
Spacing. 

(4) Precede the ISBN with “Transcription of.” 





2-7 Section 2 
Transcriber-Generated Pages and Front Matter 





(5) The ISBN may follow “Transcription of” if it will fit on 


a single line. 


(6) Include both 10- and 13-digit ISBNs if they appear in 


print, following print for order. Each ISBN begins in 
cell 3, after the “Transcription of” line. 


Example 2-5: 10- and 13-digit ISBNs 


ISBN-13: 978-0-618-17298-6 ISBN-10: 0-618-17298-X 





(7) 


(8) 
(9) 


Some books may include a separate ISBN for a 
state-specific section. This ISBN is also included on 
the title page. 

Do not substitute any other number for the ISBN. 

If there is no ISBN printed in the book, omit the 
“Transcription of ISBN” line on the braille title page. 


. Printing History. Many books include the printing 


history, which is a series of numbers usually found on the 
back of the title page. It indicates the number and year 
of printings. 


(1) 


Some publishers may edit the book at the time of a 
new printing, without changing the copyright and 
ISBN. Consequently, a book from a newer run may 
not match an earlier printing. Including the printing 
history is the way to definitively identify a book. 


(2) The format of the printing history is an agency 


decision. It is recommended that print be followed. 
Precede the printing history letters/numbers with the 
identifier “Printing history:”. 
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2.3.7 


2.3.8 


Example 2-6: Printing History 





ISBN 0-02-245559-0/2 
4567 89 (042/043) 08 07 06 05 











Transcriber/Transcription Segment. An agency may 
specify the placement of the transcriber’s name and the 
notice of sponsorship. When an agency format is not 
provided, the title page carries the following information: 


a. Year of transcription, base code used, and name of 
transcriber. Sample: 


Transcribed 2015 into Unified English Braille by 
[Name] 


b. Name of proofreader and/or tactile graphics specialist if 
different from transcriber. 

c. Affiliation or sponsoring agency, with city and 
state/province; postal code abbreviations are used in this 
segment. 


Volume Information Segment 
a. Volume Identification 


(1) An agency may require the total number of volumes 
of the transcription. 

(2) Individual volumes in the braille edition are indicated 
with consecutive arabic numbers. 

(3) Preliminary and/or supplemental volumes are 
included with the total number of volumes. 


Example 2-7: Single Volume Book 





In 1 Volume 
Braille pages tl-t2, pl-p2, and 1-68 
Print pages 1-v and 1-35 
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Example 2-8: Volume Identification 





In 1 Preliminary Volume and 9 Volumes 
Volume 1 











b. Customized Braille. Identify uncontracted or partially 
contracted volumes. 


Example 2-9: Customized Braille Noted 





In 10 Volumes 
Volume 1 
Uncontracted 











c. Braille Page Information. All transcriber-generated, 
front matter, and braille page numbers are accounted for. 


Example 2-10: Braille Page Information 





Braille pages t1-t6, p1-p3, and 1-81 





d. Print Page Information 


(1) Inclusive print page numbers (including continuation 
letter), both roman and arabic, are indicated for all 
transcribed print pages in the volume, e.g., 
transposed materials, repeated materials, and text. 
Any continuation letter(s) are included. 

(2) Print pages with repeated and transposed text are 
listed on the title page in the order in which they 
appear in the braille volume. 

(3) Print page numbers are separated by commas or the 
word “and” according to page numbering groups. 
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2.4 
2.4.1 


Example 2-11: Print Page Information 





Print pages i-x and 1-53 





Example 2-12: Print Pages with Repeated and Transposed Text 





Print pages i-x, 877, 1-32, and397-399 











Example 2-13: Print Pages with Continuation Letter (the cis a 
continuation indicator) 





Print pages i-cx and a69-125 
or 
Print pages ci-x and 125-b182 


or 











(4) Only the actual print page numbers are indicated on 
the title page in subsequent volumes. For example, 
the table of contents may be pages iv-xv for the 
volume, therefore i-iif are not included on the title 
page in any volume other than volume 1. 


Example 2-14: Print Page Information in Subsequent Volume 





Print pages iv-xv and 56-81 











(See Sample 2-9: U.S. Title Page on page 2-32.) 


Second and Subsequent Title Pages 

Information that will not fit on the title page, as well as 
additional information in the book’s front matter, goes on 
the second/subsequent title pages. 
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2.4.2 


C. 


d. 


Unlike on the title page, the information on the 
supplemental title page does not need to be spaced to 
include the first and last lines of the braille page. 


. Cell-5 headings may be used to categorize segments of 


information. 

Follow print for format. Use 1-3 margins for listed 
materials; paragraphs are in paragraph format. 

A single blank line separates segments. 


Examples of items on supplemental title page: 


d. 


The complete list of authors (or editors), with titles, 
degrees, affiliations, etc., is listed first. This information 
is included in the first volume only. Inclusion of lists of 
consultants in braille editions is an agency decision. If 
they are included, they too are in the first volume only. 


Example 2-15: Second Title Page 








John Gillespie, Ph.D. Green University 
Maria Czepyha, South Dakota College 
Richard Clark, MLS, Swiss College 
Anne Garrett, Ph.D. Kelt University 





. Transcriber/transcription overflow may be included on 


this page (tactile graphics specialist, proofreader, etc.). 
If required, the CNIB (Canadian National Institute for the 
Blind) reproduction statement is included on the second 
title page: 


This work has been produced for persons with a perceptual 
disability as per the Canadian copyright act. Further distribution 
or reproduction must comply with this act. 


(See Sample 2-10: Canadian Title Page and Reproduction 
Notice on page 2-33.) 
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2.5 
2.5.1 


2.5.2 


2.6 
2.6.1 


Special Symbols Page 

This page lists symbols found in the volume that may be 
unfamiliar to the reader. This includes symbols such as 
shape indicators and transcriber-defined indicators. (See the 
list of symbols required on the Special Symbols page in 
Formats, Appendix G.) 


Format 


a. Place SPECIAL SYMBOLS USED IN THIS VOLUME as a 
centered heading on lines 1 and 2 (lines 3 and 4 if a 
running head is used). 

b. Do not repeat SPECIAL SYMBOLS USED IN THIS VOLUME 
on subsequent pages. 

c. List all symbols using 1-3 margins. Precede each symbol 
with the dot locator for “mention” (::#), which should be 
the first symbol listed. 

d. Follow each symbol with a space and its meaning or 
name, as directed in UEB. Begin the meaning or name 
with a capital letter. 

e. List symbols in braille order. See UEB, §1.1.2, Definition 
of Braille, for an explanation of braille order. 

f. Some agencies may request a printout of the Special 
Symbols page(s) to accompany the volume. 


Transcriber’s Notes Page 


This page identifies special formats or usage throughout the 
volume. If a special format or usage occurs more than once 
in a volume, include it on the Transcriber’s Notes page. 


a. Place TRANSCRIBER’S NOTES as a centered heading on 
line 1 (line 3 if a running head is used). Do not repeat the 
heading on subsequent pages. 

b. Transcribe all notes as 3-1 paragraphs. Do not use the 
transcriber’s note indicators. 

c. Include notification of other codes used within the 
volume. Sample: 


Mathematical content is transcribed according to The 
Nemeth Braille Code for Mathematics and Science Notation, 
1972 Revision, 2007-2016 updates and the Guidance for 
Transcription Using the Nemeth Code within UEB Context. 
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2.6.2 


2.7 
ie a | 


d. 


e. 


Identify altered print format throughout the book. 
Samples: 


Double quotation marks are substituted for single quotation 
marks. 

Illustrations without captions are omitted. 

The atlas is omitted. 

Test questions are moved from the back of the book to the 
end of the chapter to which they apply. 


Some agencies may request a printout of the 


Transcriber’s Notes page(s) to accompany the volume. 


Advertising copy in magazines and other leisure reading 
material is omitted. Notice of this omission is given in the 
first volume only. 


Front Matter Basics 

Print introductory and/or front matter pages follow the 
transcriber-generated pages. Some books may not have any 
front matter pages, while others may be extensive. 


d. 


b. 
C; 


Each item in the front matter begins on a new braille 
page. 

Precede braille page numbers by p, e.g., p1, p2, etc. 
Include the print page number on all front matter pages. 
Page numbers may be implied (unnumbered), roman 
numerals, or arabic numerals. 


. Follow print for page order in all volumes. Repeated 


content (e.g., cast of characters and pronunciation key) 
is inserted at the end of the front matter. Retain the 
Original print page number on these repeated pages in 
each volume. 

Print front matter pages may have implied page 
numbering. The roman i or arabic number 1 may not 
appear on the print title page, however roman iv or 
arabic 4 may be on the fourth page. Implied print 
numbers are added to all corresponding braille pages. 
Do not add print page numbers when there are no 
implied or actual print page numbers used in the front 
matter. See Formats, §1.11.6, Print Page Numbers, for 
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2.8 
2.8.1 


2.9 
259.4 


guidelines on formatting pages with no print page 
numbers. 


Book Covers and Jackets 


Include information from the front and/or back covers of a 
book only in the first volume of the braille edition. 


a. The cover/jacket material is inserted as the first front 
matter page p1, and no print page number is used. 
Insert a transcriber’s note to explain this format. Sample: 


The following material is from the back cover of the book. 


b. Include book jacket or inside cover information not 
included within the text, e.g., lists of author’s works, 
author’s biography, etc. 

c. Do not include advertising material, reviews by other 
authors, etc. 


Dedications and Acknowledgements 

Dedications and acknowledgements are formatted the same 

way. 

a. Each begins on a new braille page. 

b. Follow print for placement. The acknowledgements may 
be in the front or back of the book. 

c. The text begins on line 1, or line 3 if there is a running 
head. 

d. The dedication is generally treated as a regular 
paragraph, which may be in 3-1 or 1-1 format. If the 
dedication is in a format other than a paragraph, follow 
the guidelines for other formatting, such as poetry. 

e. The acknowledgements are generally treated as a list. 

Ignore emphasis unless needed for distinction. 


—h 
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2.10 


2.10.1 


2.10.2 








Kasco cae Sa SOO OOOO EO OO EO OOS OOO EO OO OEE Eee eee ee eee eee eee ee 


Qo UU PPP yn tuphs 


For Frank Vattano, 
master teacher, mentor to teachers, 
wellspring of creative resources, and 
encouraging friend 








Table of Contents 

(See Sample 2-11: Layout of Table of Contents on page 
2-34.) 

Brief Table of Contents. Some books include a brief table 
of contents, with page numbers, before the full table of 
contents. 


d. 


b. 
Gi 


The entire brief table of contents takes the place of the 
full table of contents in the first volume. 

The brief table of contents begins on a new braille page. 
In addition to the entire brief table of contents, the first 
volume includes, on a new braille page, the portion of the 
full table of contents that pertains to that volume. Note: 
Volume indicators are not required on the portion of the 
full contents if a brief table of contents is included. 


. The brief table of contents is not repeated in subsequent 


volumes. 
All formatting for the brief table of contents follows the 
guidelines laid out in the remainder of this section. (See 


Sample 2-12: Entire Brief Table of Contents in Volume 1 
on page 2-36.) 


General Provisions 


d. 


Include the table of contents when it is in print. 


b. The table of contents begins on a new braille page. 
c. A table of contents may be generated by the transcriber 


for informal materials such as menus, meeting 
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2.10.3 


documents, etc. A transcriber-generated table of contents 
has a t page number. 

The entire table of contents for the book is included in 
the first volume. Depending on the book, this may be 
either the brief table of contents or the full table of 
contents. 

Subsequent volumes contain only the portion of the table 
of contents pertaining to the print pages in that volume. 
A table of contents on or inside the cover follows the 
Transcriber’s Notes page(s), and is braille page p1, with 
no text page number assigned. When there is other book 
cover/jacket information, the table of contents is the last 
of this information. 

Tables of contents frequently include chapter, lesson, 
etc., before each of the main numbered entries. In 
volume 1 this identifier is placed in cell 1 following a 
blank line after the front matter. When there is no front 
matter, the identifier is placed in cell 1 on the line 
following “Volume 1.” The identifier is omitted before the 
individual entries. No identifier is inserted above the 
entries when none is used in print. Note: The word 
“page” is no longer shown at the right margin of this line. 


. In subsequent volumes the identifier is located, following 


a blank line, after the contents heading. 

Treat extraneous material on the table of contents pages 
according to other formatting guidelines, e.g., sidebars, 
pictures, etc. These materials must retain the six cell 
right margin. (See Formats, §2.10.7b, Table of Contents. ) 


Headings 


d. 


b. 


Gi 


Center the print contents heading (e.g., Table of 
Contents, What You Will Study, etc.). This heading is 
followed by a blank line. Do not insert a heading when a 
heading is not used in print. 

Volume 1, enclosed in transcriber’s note indicators, is 
centered before the beginning of the table of contents in 
the first volume. It is not followed by a blank line. 

A volume number is not indicated when the braille edition 
consists of a single volume. 
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2.10.4 


2.10.5 


2.10.6 


d. 


e. 


Unit and part headings are centered and placed above 
the chapter headings or other subdivisions to which they 
apply. Other primary divisions may be centered if 
appropriate. 

Do not repeat headings on succeeding contents pages. 


Blank Lines 


d. 


b. 


e. 


Insert a blank line as a separator between front matter 
and body matter contents entries. 

Insert a blank line as a separator between body matter 
and back matter contents entries. 

When more than one centered heading appears on 
consecutive lines, a blank line is inserted before only the 
first one. 


. The word “Chapter,” or other identifier, is inserted in cell 


1 after the blank line following the front matter. When 

there is no front matter, insert the identifier on the line 
immediately before the first entry that begins with the 

identifier. 

Do not repeat headings on succeeding contents pages. 


Contents Entries. Table of contents entries may not appear 
on line 1 or line 25, as these lines contain the print and 
braille page numbers. Even-numbered (left-hand) pages in 
interpoint volumes may use line 25 when that page number 
is Suppressed. 


A table of contents entry may be split between braille pages. 
Indention Pattern 


d. 


b. 


Use 1-3 margins for a table of contents without any 
subentries. 

Use a nested list when the table of contents has at least 
one subentry level. The main entry begins in cell 1. Each 
subentry level begins two cells to the right of the 
previous level. All runovers begin two cells to the right of 
the farthest indented subentry. 


One level: 1-3 

Two levels: 1-5, 3-5 

Three levels: 1-7, 3-7, 5-7 
Four levels: 1-9, 3-9, 5-9, 7-9 
etc. 
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2.10.7 


2.10.8 


Page Numbers 


a. Page numbers for contents entries are placed, without 
the continuation letter, at the right margin on the last line 
of the entry. A series of guide dots (dot 5), preceded and 
followed by a blank cell, are inserted between the last 
word of the entry and the page number. If there is not 
enough space for two or more guide dots, the page 
number follows the item with no guide dots inserted. 

b. Any line without a page number ends at least six cells 
before the right margin. This includes headings, notes, 
box lines, extraneous materials, etc. 


(See Sample 2-13: Single Volume Table of Contents on page 


2-38 and Sample 2-14: Table of Contents with Numbered 
Main Entries on page 2-40.) 


Capitalization and Font Attributes 


a. Follow print for capitalization of the contents heading, 
unit and part headings, and listed contents items. Use 
title case when the entire table of contents is in 
uppercase. Use title case for small capital letters. 


Example 2-17: Contents Entry with Small Capital Letters 





WRITING WoRKSHOP: Comparison-Contrast Essay 284 











b. Font attributes used to distinguish separate components 
of an entry, such as the title and genre, are retained. 
(See Formats, §5, Font Attributes. ) 

c. Omit font attributes when a distinction is not necessary. 
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2.10.9 


2.10.10 


Example 2-18: Font Attributes Retained 








9. Loving ois 


TRUE Love 715 
WILLIAM SHAKESPEARE, Let me not to the marriage of true minds 716 
ANNE BRADSTREET, To My Dear and Loving Husband 717 
E. E. CUMMINGS, somewhere i have never travelled 718 








First Volume Numbers and Divisions 


Volume identifiers are enclosed in transcriber's note indicators. 
Center “Volume 1” on the third line (fifth line, if a running 
head is used) in the first volume. 

Volume divisions are indicated in the first volume’s table 
of contents when volume breaks are known. Note: If 
there is a brief table of contents, the volume divisions are 
indicated there. 

Complete the contents of the first volume, insert a blank 
line, and center “Volume 2” before listing the table of 
contents entries for that volume. No blank line follows 
the volume indicator. The remaining volumes are 
indicated in the same manner. (See Sample 2-15: Layout 
of Multi-Volume Table of Contents on page 2-41.) 

If volume divisions are not known, insert a blank line 
after the completion of the Volume 1 entries and center 
“Following Volumes.” No blank line follows the volume 
indicator. 


Following Volumes. Each subsequent volume contains only 
the portion of the table of contents pertaining to the print 
pages in that volume. 
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2.10.11 


2.10.12 


2.10.13 


a. When a volume ends in the middle of a unit, part, 
chapter, etc., the table of contents in the subsequent 
volume repeats the centered unit or part heading and 
any listed item(s) in which the volume division occurs. 
Insert “(cont.)” after the /ast listed item only. Insert the 
beginning page number for the volume. 

b. The volume division numbers are not indicated in the 
table of contents in any volume other than the first 


volume. (See Sample 2-16: Table of Contents with 
Continued Items on page 2-42.) 


Contents Entries without Page Numbers. Short-listed or 
linear contents entries without page numbers are listed at 
the correct subentry level. (Gee Sample 2-17: Dots 
Separating Linear Contents Entries on page 2-43 and 
Sample 2-18: Listed Unnumbered Contents Entries on page 
2-44.) 

Transposed Material. Text moved from one location in the 
book to another location is considered transposed. Note: 
This does not include material moved a few pages such as 
when a figure is relocated in order for it to be near the text 
to which it applies. It pertains to text such as test questions, 
answers, endnotes, etc., moved from another location in the 
book (e.g., the back of the book) to the end of a chapter or 
volume, etc. 


a. If the full table of contents is included, transposed 
material is listed in the contents of volume 1 just as it 
appears in the print table of contents. 

b. In volumes with only part of the full table of contents, 
transposed material is listed (with its print page number, 
if shown) in the order in which it appears in that 
particular volume. 

c. The text itself is not repeated in its original print location. 
Insert a transcriber’s note, on the original print page, 
indicating where the material can be found. (See Sample 
2-19: Transposed Notes on page 2-46. ) 


Categorized Table of Contents. Lists of genres or subjects 
in a separate listing from the main table of contents are 
included in the first volume only. 
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a. Begin a categorized table of contents on a new braille 
page. 

b. Use a cell-5 heading for the genre/subject identification. 
This heading may appear on line 1 with the print page 
number. 

c. All categorized tables of contents (e.g., lists of poetry, 
maps, graphs, etc.) are transcribed in the order in which 
they appear. 


(See Sample 2-20: Categorized Table of Contents on page 
2-48) 

2.10.14 Partial Table of Contents in Body Matter. Partial tables 
of contents within the body matter are retained at the print 
location. 


2.10.15 Contents in Other Formats. A table of contents printed in 
alphabetical order, rather than in sequential order, is 
transcribed as an index. No guide words are required. 
Because the contents items are not shown in normal 
sequential order, the entire table of contents is included in 
all volumes. (See Formats, §21, Alphabetic References. ) 


2.11 Other Front Matter 

2.11.1 A wide variety of material appears in the front matter of 
textbooks. Use the guidelines throughout this document to 
determine the best format to use. (See Sample 2-21: 


Transcriber-Generated and Front Matter Pages on page 
2-50.) 


2.12 Body Matter 


2.12.1 The first item listed in the table of contents is generally 
considered the first page of the main body of the book. 


a. Text is transcribed in the same order as it appears in 
print. 

b. Body matter pages begin with braille page 1 in each 
volume. Follow print for page number format. See 
Formats, §1.13, Letter/Number or Number/Number 
Combinations, for more information about unique page 
numbering. 
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2.13 


c. State-mandated material, and/or an extra section such as 
a handbook, even if located before the book’s front 
matter in print, is treated as part of the body matter in 
braille. 


Samples 


Sample 2-1: Title with a Series Name, page 2-24 

Sample 2-2: Titles in a Set, page 2-25 

Sample 2-3: Grade Level on Back Cover, page 2-26 

Sample 2-4: Grade Level Indicated by Dots on Spine, page 
2-27 

Sample 2-5: Title and Subtitle Including Publisher’s Name, 
page 2-28 

Sample 2-6: Title with Edition Number and Subtitle, page 
2-29 

Sample 2-7: Translator, page 2-30 

Sample 2-8: Publisher Website, page 2-31 

Sample 2-9: U.S. Title Page, page 2-32 

Sample 2-10: Canadian Title Page and Reproduction Notice, 
page 2-33 

Sample 2-11: Layout of Table of Contents, page 2-34 

Sample 2-12: Entire Brief Table of Contents in Volume 1, 
page 2-36 

Sample 2-13: Single Volume Table of Contents, page 2-38 

Sample 2-14: Table of Contents with Numbered Main 
Entries, page 2-40 

Sample 2-15: Layout of Multi-Volume Table of Contents, 
page 2-41 

Sample 2-16: Table of Contents with Continued Items, page 
2-42 

Sample 2-17: Dots Separating Linear Contents Entries, page 
2-43 

Sample 2-18: Listed Unnumbered Contents Entries, page 
2-44 

Sample 2-19: Transposed Notes, page 2-46 

Sample 2-20: Categorized Table of Contents, page 2-48 

Sample 2-21: Transcriber-Generated and Front Matter 
Pages, page 2-50 
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Sample 2-1: Title with a Series Name 


Goosebumps 


IT CAME FROM BENEATH THE SINK! 


R.L. STINE 


AN 
APPLE 
PAPERBACK 


SCHOLASTIC INC. 
New York Toronto London Auckland Sydney 
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Sample 2-2: Titles in a Set 


Houghton Mifflin Honghton Miffiin 


Daily Routines Homework and 
and Practice Problem Solving 


Student Book Student Book 
+ Onty Revives ey 
. © Levvted Petter 





Secondary Book Full Title 
Secondary Book Full Title 
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Sample 2-3: Grade Level on Back Cover 


McDougal Littell 


THE LANGUAGE OF 


LITERATURE 


Copyrighted Image 





<<, McDougal Littell 
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Sample 2-4: Grade Level Indicated by Dots on Spine 


MACMILLAN/McGRAW-HILL 


1H a eS 


Copyrighted Image 
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Sample 2-5: Title and Subtitle Including Publisher’s Name 


ZTE MWENES og 
Ty PeRarure 


Copyrighted 
Image 








(Return to Text) 
2-28 Section 2 


Transcriber-Generated Pages and Front Matter 


Number and Subtitle 


ion 


: Title with Ed 


Sample 2-6 
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Sample 2-7: Translator 


Edited by David Grene and Richmond Lattimore 


EUBTPIDES«V 


ELECTRA 
Translated by Emily Townsend Vermeule 


hed 


Phoenix Books 
THE UNIVERSITY oF 


CHICAGO & LONDON 





THE COMPLETE GREEK TRAGEDIES 


CHICAGO PRESS 
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Sample 2-8: Publisher Website 


COPYRIGHT © 2008 Thomson 
Course Technology, a division of 
Thomson Learning, Inc. 

Thomson Learning™ is a trademark 
used herein under license. 


Printed in the United States of America 
2345678910 BM 09 08 07 


For more information, contact: 
Thomson Course Technology 
25 Thomson Place 

Boston, Massachusetts 02210 


Or find us on the World Wide Web at: 


www.course.com 





Deer ae ee SS tet) Fgh GE Ese sree Gece ce tr eb gest te ap et re ch ce ces: Sees Gs 
2 ip tifeghieise: ip stir stst ith et tess! 
3 ded edes ts se sk lees ose 
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U.S. Title Page 


Sample 2-9 
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2-32 
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Canadian Title Page and Reproduction Notice 


Sample 2-10 
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—New Braille Page 
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Sample 2-11: Layout of Table of Contents 


Chapter 


Subentry 
Subentry 


FOUANAUARWNEH 


A 
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Volume 1 


Brief Table of Contents i 


Entire 
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Sample 2-14: Table of Contents with Numbered Main Entries 
(— 








Foundation 1 
2 The Whys and Hows of Art 


4 The Functions of Art Copyrighted Image 
6 Subjects and Themes for Artworks 
10 Styles of Art 
14 Connect to... 
17 Chapter Review 











Foundation 2 
1s Forms and Media 
20 Two-dimensional Artworks 
24 Three-dimensional Media 
28 Connect to... 
31 Chapter Review 


Copyrighted Image 
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Sample 2-15: Layout of Multi-Volume Table of Contents 


Chapter 


OANDUOBRWNE 


CONTENTS 


Volume 1 


Unit Heading 
Part Heading 


vi 


NUMNCNMEEN ceccteenetcecemeutct cust tena eaten ae ere eon ee vane ee nae a ae 5 
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Sample 2-16: Table of Contents with Continued Items 





CHAPTER 3 


Growth and 


ae an aeateea ch caeacmieadin aaah 
a ee ee ee 





Development 


TD Growth and Nutrition 


~TESSON Mf AginginaHealthfulWay..... 


LESSON Ej The Body's Support and Control Systems 


LESSON Ej The Body's Transport Systems 





CONSUMER WISE: Finding the Right Shoes, B6 
HEALTH ONLINE: Skin Cancers, B7 
LIFE SKILLS ACTIVITY: Make Responsible Decisions, B9 


LINK: Science, B12 

LINK: Science, B13 

LIFE SKILLS ACTIVITY: Set Health Goals, B15 

ON YOUR OWN; Analyze Your Sleep, B16 
EFL NINN ON nl EN NINN Nl Ad 


a ee ee re ea eee B34 
LIFE SKILLS ACTIVITY: Practice Healthful Behaviors, B37 
LUNK: Science, B38 
MAKE A DIFFERENCE: Dazzling Deed, B39 
CHAPTER:S REVIEW |. 2c6:s2- cence tei Se SE Sie eaieniee B40 
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Sample 2-17: Dots Separating Linear Contents Entries 


Writing About Literature 3.5 Analyzing Character Descriptions.......... 156 
Write a Character Analysis; Using Computers; Viewing and 
Representing; Grammar Link 
Writing Process in Action Descriptive Writing Project ...............055 160 
Write about an imagined place. 
© Prewriting ® Drafting @ Revising 
® Editing/Proofreading @ Publishing/Presenting 
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Sample 2-18: Listed Unnumbered Contents Entries 


WORDS WITH sk, Sp, SP............csccscsscsscssesssseees 14 

Think and Practice Meaning Clues, Hidden Words 

Strategic Spelling Using the Problem Parts Strategy 

Proofreading and Writing An Opinion 

Vocabulary Building Review: Crossword Puzzle, Word 
Study: Similes 


WORDS WITH ing, nl, tiecccsccccccccssssssssssssssecseee 18 
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Sample 2-19: Transposed Notes 


Detailed Contents 


Understanding National Security Policymaking 650 
National Security Polieymaking and Democracy 631 
* How You Can Make a Difference: Getting Involved 
in the Foreign Policy Process 651 
National Security Policymaking and the 
Scope of Government 652 
Summary / Career Profile / Key Terms / Get Connected / 
Internet Resources / or Further Reading 


21 The New Face of State and 
Local Government 656 


State Constitutions 659 

Amending State Constitutions 660 
State Elections 661 

Gubernatorial Elections 661 

State Legislative Elections 662 

The Changing Face of State Elected Officials 666 
Making a Difference: Charlene Marshall 668 
Governors and the Executive Branch 667 

The Job of Governor 668 

Other Executive Officers 671 
State Legislatures 672 
State Court Systems 674 

State Court Organization 674 





Selecting Judges 676 
Direct Democracy 676 
State and Local Government Relations 679 
* How You Can Make a Difference: 
Direct Democracy 680 
Local Governments 680 
Types of Local Government 680 
Fragmentation, Cooperation, and Competition 684 
* America in Perspective: Urban Planning in Western 
Europe and the United States 685 
State and Local Finance Policy 687 
* Issues of the Times: Fiscal Crisis in the States 688 
Understanding State and Local Governments 691 
Democracy at the Subnational Level 691 
® You Are the Policymaker: Should Your State 
Take a Chance on Gambling? 692 
‘The Scope of Subnational Government 693 
Summary / Career Profile / Key Terms / Get Connected / 
Internet Resources / For Further Reading 


Appendix 698 

Glossary 720 

Notes 735 

Key Terms in Spanish 754 
Acknowledgments 758 
Index 761 
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Sample 2-20: Categorized Table of Contents 


Student Resource Bank 





issues and Viewpoints 





The Future of Rain Forests 228 
The Public Speaks Out 588 
Then and Now 

New Crop Development 20 

Harappa and Sahiwal, Pakistan: 

Land of Cotton 126 

The Inuit 223 

veri ociie Ce serece lms 5s 08 86 68 Be 86 56 65 oe 
erento add 
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Sample 2-21: Transcriber-Generated and Front Matter Pages 





LL ERA dials 


FOURTH EDITION 











PRENTICE HALL 


2E Up Upper Saddle River, New Jersey 
m, Massachusetts 





Copyright © 1996, 1994, 1991, 1989 by Prentice-Hall, Inc., a Viacom Company, Upper 

Saddle River, New Jersey 07458. All rights reserved. No part of this book may be 

reproduced or transmitted in any form or by any means, nsrpeohe baie isplerron ama 
. feCorGing, or by any information storage and retrieval sysiem, without 

Desrnleaion tn welliig Wort the pubieher Printed in the United States of America. 


ISBN 0-13-838210-7 
12345678910 9998979695 
Art credas begin on page 809. 


PRENTICE HALL 
Simon & Schuster Education Group 
A ¥YEACOM COMPAHY 


STAFF CREDITS FOR PRENTICE HALL LITERATURE 


Editorial: Ellen Bowler, Douglas McCollum, Philip Fried, Kelly Ackley, Eric 


Hausmann, Lauren Weidenman 








(CONTENTS 


SHORT STORIES 


Hernando Téllez Lather and Nothing Else 
Rudyard Kipling Rikki-tikki-tavi 


O. Henry The Ransom of Red Chief 
James Ramsey Ullman A Boy and a Man, from Banner 
in the Sky 
The Mouth-Organ 
Multicultural Connection: The Caribbean— 
A Mosaic of Cultures 


Edward D. Hoch 


CHARACTER Paul Annixter 
Multicultural Connection: The Artist in Different Cultures 
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Special Symbols 


Transcriber’s Notes 
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Table of Contents, Volume 2 
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Section 3 
Transcriber’s Notes 


FUNGAMENTtAIS siis.etinrecrnrinnetnariesiaenbienracauinerieaninrtsua rend etonnius aonnennemeneies 3-1 
FOR MAG Rciakece teas erecaie tise baa peat oa aus tenses aiden ina ai a aaa tiesmenensen ania wine 3-2 
Placement of Transcriber’s NOt@S .......cccceceeeceeeeeeeeceseeeeeeeeecueueeueeenneaaes 3-3 
TECHAICal COPES - .i2naseuvuncavannae meiwavae bine piueanienves Dane we aa neNeRieE SoMW OYNR DONE RTNOGA 3-4 
Sel DIS cehceahctnc auch tense hs relunoe ce taensten sel mais hireln ster athe sis abeesia aude utrarn cre gait 3-4 
Fundamentals 
Any wording not shown in the print text and inserted by the 


transcriber is a transcriber’s note. The notes should be as 
brief as possible, be grammatically correct, and use 
appropriate grade-level vocabulary. Sentence structure and 
word choice are dictated by the grade level of the material. 
Use of full sentences is not necessary in all transcriber’s 
notes. 


Modifications to the print text or formatting changes of 
which the reader should be made aware are explained in a 
transcriber’s note. 


Sample transcriber’s notes used throughout these guidelines 
are suggestions which should be modified appropriately for 
the circumstances and reading level of the book. 


Guidelines from other more technical codes, such as Tactile 
Graphics, may have specialized requirements. 


Transcriber’s notes consisting of seven words or fewer are 
embedded in the text. Longer notes use 7-5 margins. 
Embedded transcriber’s notes may be used in multiple 
formatting situations, e.g., as headings or in keys, usually 
with tables or columns (See Formats, §11, Tables and 
Related Columns). Refer to specific sections in these 
guidelines for the proper way to format transcriber’s notes 
for other situations, e.g., headings, lists, tables, poetry, etc. 
(See Formats, §2.6, Transcriber’s Notes Page.) 


A Braille Reader’s Perspective. Transcriber’s notes 
provide information to the reader that is not readily 
apparent by reading the text alone. Use common sense 
when deciding what is needed in the transcriber’s note, and 
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Transcriber’s Notes 


3.2 
Diced 


3.2.2 


3.2.3 


use the same vocabulary level as the text to maintain the 
reading level of the text. 


Format 


As a general rule, description of the print format is not 
required and explanation of the braille format is as brief and 
concise as possible. The transcriber’s note should be positive 
and state what the format is, rather than what it is not. 


a. Unspaced transcriber’s note indicators begin (°° :3*:) and 
end (°° ::::) a transcriber’s note, regardless of the number 
of paragraphs or items it may contain. 

b. A transcriber’s note encompasses all information inserted 
by the transcriber. This note may contain multiple notes 
and paragraphs before it is closed. 

c. Do not insert blank lines before or after a transcriber’s 
note unless required by other formats, e.g., headings, 
lists, poetry, etc. 

d. Page references in transcriber’s notes reference print 
page numbers, e.g., page a37. Items on transcriber- 
generated and front matter braille pages are identified by 
the braille page number, e.g., page t3. 


Transcriber’s Notes. A standard transcriber’s note uses 
7-5 margins and provides information to the reader before 
the affected text. 


Example 3-1: Standard Transcriber’s Note 





I have trouble with multiplication tables, especially the 9 x’s. 








Embedded Transcriber’s Notes. An embedded 
transcriber’s note is seven words or fewer and may be 
shown within the text, either before or after the text, or 
standing alone, e.g., used as a heading. 
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3.3.2 


ie Pre ee) 


Example 3-2: Embedded Transcriber’s Note 





Electrical energy — light and heat 











(See Sample 3-1: Headings Added to Matching Exercise on 
page 3-5.) 


Placement of Transcriber’s Notes 

Symbols widely scattered throughout the text are explained 
at the point of use. Symbols used more often, or in closer 
context, are listed on the Special Symbols page or ina 
transcriber’s note at the point of use. 


Use 1-3 margins for identifications of two or more 
abbreviations or symbols, preceded and followed by a blank 
line. The closing transcriber’s note indicator follows the last 
item. 


Example 3-3: Transcriber’s Note with List of Special Symbols 


This list shows some ways words can be related. 


hide: conceal :: close : shut 
rough: smooth :: persist: quit 
page: book:: tree: forest 











Continuity. Whenever narrative text is interrupted by a full 
print page or more of material (e.g., charts, graphs, boxed, 

or columned information), insert a transcriber’s note at the 

end of the narrative text, before the print page change 
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Transcriber’s Notes 


3.4 
3.4.1 


3.4.2 
3.5 


indicator. Insert the continuation transcriber’s note before 
the narrative text continues (frequently on a new print page 
after the page change indicator). Samples: 


Text continues on page 834. 
Text continued from page b832. 


Example 3-4: Continuation Transcriber’s Note 





Third Plebeian. Let him be Caesar. 
—New Print Page— 


oo 
Ww 
Ww 


LITERATURE AND GOVERNMENT 
Rule by the Rich 


Roman politics often resembled a... 











Technical Codes 


Include a comment on the Transcriber’s Notes page when 
Nemeth Code, Tactile Graphics, or other technical notation is 
used in the transcription. Samples: 


Mathematical content is transcribed according to The 
Nemeth Braille Code for Mathematics and Science Notation, 
1972 Revision, 2007-2016 including updates and the Guidance 
for Transcription Using the Nemeth Code within UEB Context. 

Tactile graphics are produced according to the Guidelines 
and Standards for Tactile Graphics, 2010. 


List the technical symbols on the Special Symbols page. 


Sample 
Sample 3-1: Headings Added to Matching Exercise, page 3-5 
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Sample 3 


-1: Headings Added to Matching Exercise 


SAT Vocabulary Quiz: Literary Terms 


Directions: Match each term with the proper definition. 


a. allegory 

b. allusion 

c. antagonist 

d. denouement 
e. hyperbole 

f. irony 

g. oxymoron 

h. protagonist 


1.a wild exaggeration; an overstatement 

2.a symbolic story or narrative 

3. an adversary; an opponent; a hero’s enemy 

4. animplied reference in literature 

5. the outcome of a complex sequence of events 
6. the opposite of what would be expected 

7.a combination of contradictory words 

8. the main character in a literary work 
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Fundamentals 


Print books use various methods to distinguish headings: 
different fonts and font sizes, color, placement on the page, 
etc. Just as print headings provide a hierarchy structure of 
levels, an effort should be made to achieve the same type of 
structure in braille. This is done after a careful examination 
of headings in the table of contents and the body of text. It 
is important to be consistent in the treatment of similar print 
headings throughout the entire transcription. (Gee Sample 
4-1: Page with Multiple Heading Levels on page 4-14.) 


A Braille Reader’s Perspective. Headings are one of the 
most important ways a reader obtains information about the 
print format of material being presented on the braille page. 
Headings denote hierarchy, and by doing a quick finger scan 
one can quickly move to pertinent sections. A reader who 
finds blank space at the margin will check to see what it 
means by doing a quick scan of the current line and possibly 
the next several lines (usually to about the middle) to see if 
something is indented and if the general indent pattern has 
changed—such as a change from a paragraph to a list. 


Think of blank lines before headings like a stop sign. When 
readers encounter one, they stop to check. Finding a 
heading level quickly is the key for the braille reader. The 
more it stands out, the more important that heading level is. 
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Headings 


4.2 
4.2.1 


A centered heading will quickly show an uneven structure 
somewhere near the middle of the line. Cell-5 and cell-7 
headings will show even left margins at their particular 
indent levels. Readers learn to find common indent levels 
almost without counting cells. 


Heading Hierarchy 

As a general rule, centered headings are used to represent 
the print headings of major sections of the text, and cell-5 
and cell-7 headings are used to represent the print headings 
for subsections shown within major sections. When there are 
more than three distinct heading levels in print, cell-7 
headings are applied only to the lowest hierarchy level; the 
use of centered headings is extended to one or more 
subsection levels as necessary. 


Example 4-1: Three Distinct Heading Levels (Print Only) 





@ Absolutism in Western Europe | «Sentered 


An examination of seventeenth-century absolutism must 
begin with western Europe since France during the reign 
of Louis XIV (1643-1715) has traditionally been regarded 
as the best example of the practice of absolute monarchy 
in the seventeenth century. 


*% France and Absolute Monarchy Cells 


By the end of the seventeenth century, France had come 
to play a dominant role in European affairs. French cul- 
ture, language, and manners influenced all levels of Euro- 
pean society. French diplomacy and wars shaped the 
political affairs of western and central Europe. The court 
of Louis XIV seemed to be imitated everywhere in Europe. 
Of course, the stability of Louis’s reign was magnified by 
the instability that had preceded it. 

&@& FOUNDATIONS OF FRENCH ABSOLUTISM celle? 
The history of France before the reign of Louis XIV was 
hardly the story of steady, unbroken progress toward the 
ideal of absolute monarchy that many historians have 
tended to portray. During the fifty years or so before Louis, 
royal and ministerial governments had to struggle to avoid 
the breakdown of the state. The line between order and 
anarchy was often a narrow one. The situation was espe- 
cially complicated by the fact that both Louis XIII 
(1610-1643) and Louis XIV were only boys when they 
succeeded to the throne in 1610 and 1643, respectively, 
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4.2.2 


4.3 


Fedak 


4.3.2 
4.3.3 


The order of braille heading hierarchy is as follows: 


centered, cell-5, cell-7. (See Sample 4-2: Heading Hierarchy 


on page 4-17.) 


Additional provisions governing the use and placement of 
headings are given in other sections of these guidelines. 


General Provisions for Centered, Cell-5, and Cell-7 


Headings 


A heading can be placed on line 1 of the braille page if a 


running head is not used. 
Place a heading on line 3 if a running head is used. 


Do not insert a blank line between connected headings. 


Example 4-2: Centered Title and Author Headings 





By A, . 
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4.3.4 


Example 4-3: Connected Chapter Number and Title Headings 





( (b homeo T° Mivensitions Transitions 


Transitions are changes—passages from one place to another, 














aoe 4-4: Unit Number and Title 
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ort Story 














A heading is preceded by a blank line when it follows a page 
change indicator. 





4-4 Section 4 
Headings 


Example 4-5: Heading Following a Page Change Indicator 





5. Among the museum’s other treasures (is, are) several suits ofarmor. 
—New Print Page— 


Interrupted Order 148 


The noun closest to the verb is not always the subject ofa sentence. 











4.3.5 A heading is not preceded by a blank line when it follows a 


top box line. 


Example 4-6: Heading After a Top Box Line 





Take Care of a Nosebleed 
Sit upright and lean forward. By remaining upright, you reduce blood 


pressure in the veins of your nose. This discourages further bleeding. 
Sitting forward will help you avoid swallowing blood, which can irritate 
your stomach. 

















4.3.6 A heading is not preceded by a blank line when it follows the 
note separation line. (See Formats, §16.5, Notes.) 
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4.3.8 


4.3.9 


4.3.10 


4.4 


4.4.1 


4.4.2 


Follow print capitalization. Ignore font attributes in centered, 
cell-5, and cell-7 headings, except when required for 
distinction. 


Example 4-7: Heading with Partial Emphasis 





Henrik Ibsen, A Doll’s House 


Nora (pause): Does anything strike you as we sit here? 








Follow print for use of punctuation (e.g., hyphen, dash, 
colon, slash, etc.) in headings. 


Centered, cell-5, and cell-7 headings must be followed by at 
least one line of text on the braille page. 


Centered, cell-5, and cell-7 headings are not repeated when 
the text that applies to them is continued on the following 


page. 


Centered Headings 


The following guidelines are in addition to the general 
provisions in Formats, §4.3. 


A centered heading is preceded and followed by a blank line. 
Exceptions: 


a. Do not insert a blank line between a centered heading 
and a related box. 

b. A centered heading is preceded but not followed by a 
blank line in a table of contents entry. 

c. Do not insert blank lines before or after alphabetic 
divisions in alphabetic references. 


At least three blank cells must precede and follow a centered 
heading. 
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4.4.3 


4.5 


4.5.1 
4.5.2 
4.5.3 


Headings should be balanced and divided at a logical 
location when longer than one line. 


Example 4-8: Balanced Centered Heading 





USING NATURAL RESOURCES IN THE UNITED STATES 











Cell-5 Headings 

The following guidelines are in addition to the general 
provisions in Formats, §4.3. 

Precede a cell-5 heading with a blank line. 

Block the heading in cell 5. 


The heading is usually not followed by a blank line, and 
takes precedence over the use of blank lines in other 
formats, such as lists (unless the list is arranged in more 
than one column). (See Formats, 84.5.4, §8.4.1a, Simple 
Lists in Columns.) 


Example 4-9: Cell-5 Heading Before List 





Materials 
field notebook 
field guide of area species (plant, animal, and fungus) 
string 
pencil 
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4.5.5 
4.5.6 


4.5.7 


4.6 


Maintaining the hierarchy of headings in a document is 
important, and there may be times when columned material 
will follow a cell-5 heading. Insert a blank line to separate 
the cell-5 heading from the columns so it is clear the 
heading is related to all columns. 


Example 4-10: Cell-5 Heading Before Related Columns 


Irregular Adverbs 


Positive Comparative Superlative 


well better best 
badly worse worst 
little less least 
much more most 
far farther farthest 








A cell-5 heading cannot be followed by a centered heading. 


A cell-5 heading may be followed by an equally important 
cell-5 heading, without a blank line between the two 
headings. This format is dictated by the hierarchy of the 
headings. 


A cell-5 heading may be followed by a cell-7 heading, 
without an intervening blank line. (See Sample 4-3: Cell-5 
Heading Followed by a Cell-7 Heading on page 4-18.) 


Cell-7 Headings 


The following guidelines are in addition to the general 
provisions in Formats, §4.3. 
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4.6.1 


4.6.2 


4.6.3 
4.6.4 


4.6.5 


4.6.6 


Cell-7 heading guidelines are essentially the same as cell-5 
heading guidelines. 


Precede a cell-7 heading with a blank line. 


Exception: There is no blank line between a cell-5 heading 
and cell-7 heading. 


Block the heading in cell 7. 


Follow a cell-7 heading by accompanying text, including 


lists, on the next line. (See Sample 4-4: Cell-7 Heading with 
Displayed Quotation on page 4-19.) 


Maintaining the hierarchy of headings in a document is 
important, and there may be times when columned material 
will follow a cell-7 heading. Insert a blank line to separate 
the cell-7 heading from the columns, so it is clear the 
heading is related to all columns. 


Example 4-11: Cell-7 Heading Before Unrelated Columns 





Verbs 

beat blow catch do 
become break choose draw 
begin bring come drink 
bet burst cut drive 
bite buy dive eat 





A cell-7 heading cannot be followed by a: 


Centered heading 
Cell-5 heading 
Cell-7 heading 
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4.7 
eae | 


4.8 
4.8.1 


Marginal Headings 


Unit, chapter, or section headings printed in the margin are 
placed before the material to which they apply. Use the 
heading level appropriate to the material. 


Example 4-12: Marginal Heading 





REMEMBER Menu items that have an arrow to the right offer submenus, which you can 
open by holding your mouse on that menu choice. Often the submenus have 
their own submenus within, offering even more programs. 








Paragraph Headings 


Paragraph (run-in) headings introduce the focus of the 
paragraph(s). The heading is typically an emphasized word 
or phrase and may or may not be followed by punctuation. 
Follow print for emphasis, capitalization, and punctuation. 
Use full capitalization for uppercase paragraph headings. No 
additional emphasis should be used. 


Example 4-13: Paragraph Heading 





COMMUNITY SERVICE 


Action Plan How can you get involved with tree planting in your 
community? 
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4.8.2 


4.8.3 


4.9 
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Example 4-14: Uppercase Paragraph Heading 





COMMUNITY SERVICE 


ACTION PLAN How can you getinvolved with tree planting in your 
community? 











Changing Paragraph Headings to Cell-5 or Cell-7 
Headings. A paragraph heading may provide better 
navigation for the braille reader when it is separated from 
the paragraph and changed to a cell-5 or cell-7 heading. 
(See Sample 4-5: Paragraph Headings Relocated on page 
4-20 and Sample 4-6: Paragraph Heading Changed to Cell-5 
Heading on page 4-21.) 

Heading levels may be changed in the braille edition to 
enhance the importance of a specific heading. A heading 
level may be changed to another form of heading if: 


a. More than one kind of paragraph heading is used, 
distinguishable to the print reader by a different font size 
or face; or 

b. The effect of a paragraph heading covers multiple 
paragraphs or the effect of the heading cannot be readily 
identified by obvious means, such as another paragraph 
heading or change in type of material. 


Icons and Headings 


Icons may be used with headings or within text to indicate 
specific types of text, e.g., important facts, essay questions, 
etc. (See UEB, §3.22, Shapes and §11.7.2, Transcriber- 
Defined Shapes.) The icon (shape indicator and letters) is 
preceded and followed by a blank space. Icons follow print 
for placement, e.g., preceding or following a heading. 
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4.9.3 


4.10 
4.10.1 


4.11 


Example 4-15: Pencil Icon with Heading 





_f We Remember — 











The icon symbol may be omitted when a written description 
has been provided and the information is more logically 
provided using the available text. It will be necessary to 
determine the best option for each book. 


a. When appropriate, icon headings may be expressed in 
words. This may be a better option for earlier grades. 

b. Icons may be devised and print followed for placement, 
e.g., following a heading. (See Sample 4-7: Icon 
Headings with Descriptions on page 4-22.) 


List the icon on the Special Symbols page. 


Lengthy Series of Headings 

Extremely long series of headings may take an entire braille 
page without subsequent text, especially on braille page 1 
when there is a long full title. The last heading, in its 
entirety, should be on the same page where text begins. 


Reference Marks and Notes to Headings 


See Formats, §16, Notes, for the format of notes and 
reference marks. 
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4.12 Samples 
Sample 4-1: Page with Multiple Heading Levels, page 4-14 


Sample 4-2: Heading Hierarchy, page 4-17 
Sample 4-3: Cell-5 Heading Followed by a Cell-7 Heading, 


page 4-18 
Sample 4-4: Cell-7 Heading with Displayed Quotation, page 
4-19 


Sample 4-5: Paragraph Headings Relocated, page 4-20 

Sample 4-6: Paragraph Heading Changed to Cell-5 Heading, 
page 4-21 

Sample 4-7: Icon Headings with Descriptions, page 4-22 
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Sample 4-1: Page with Multiple Heading Levels 


function of the lymphatic system. 
_ DB Distinguish between passive and 
} active immunity. 


Review Vocabulary 
white blood cells: large, nucleated 
blood cells that play a major role in 


= Figure 37.8 These bacteria normally are 


found on human skin. 


Color-Enhanced SM Macnficatiore 14 000% 


Copyrighted Image 


1084 Chapter 37 + The Immune System 


The Immune System 


[TERRE] The immune system has two main components: 
nonspecific immunity and specific immunity. 

Real-World Reading Link We live with a number of potential pathogens such 
as bacteria and viruses that can cause disease. Like a fort protecting a city from 
attack, the immune system protects the body against these and other disease- 
causing organisms. 


Nonspecific Immunity 


At the time of birth, the body has a number of defenses in the immune 
system that fight off pathogens. These defenses are nonspecific because 
they are not aimed at a specific pathogen. They protect the body from 
any pathogen that the body encounters. 

The nonspecific immunity provided by the body helps to prevent 
disease. Nonspecific immunity also helps to slow the progression of the 
disease while the specific immunity begins to develop its defenses. Spe- 
cific immunity is the most effective immune response, but nonspecific 
immunity is the first line of defense. 


Barriers Like the strong walls of a fort, barriers are used by the body 
to protect against pathogens. These barriers are found in areas of the 
body where pathogens might enter. 


Skin barrier One of the simplest ways that the body avoids infec- 
tious disease is by preventing foreign organisms from entering the 
body. This major line of defense is the unbroken skin and its secre- 
tions. Recall that the skin contains layers of living cells covered by 
many layers of dead skin cells. By forming a barrier, the layers of 
dead skin cells help protect against invasion by microorganisms. 
Many of the bacteria that live symbiotically on the skin digest skin 
oils to produce acids that inhibit many pathogens. Figure 37.8 shows 
a bacteria found on the skin that protect the skin from 
attac. 


Chemical barriers Saliva, tears, and nasal secretions contain the 
enzyme lysozyme. Lysozyme breaks down bacterial cell walls, which 
kills pathogens. 

Another chemical defense is mucus, which is secreted by many 
inner surfaces of the body. It acts as a protective barrier, blocking bac- 
teria from sticking to the inner epithelial cells. Cilia, discussed in 
Chapter 7, also line the airway. Their beating motion sends any bacteria 
caught in the mucus away from the lungs. When the airway becomes 
infected, extra mucus is secreted, which triggers coughing and sneezing 
to help move the infected mucus out of the body. 

A third chemical defense is the hydrochloric acid secreted in your 
stomach. In addition to its purpose in digestion, stomach acid kills 
many microorganisms found in food that could cause disease. 
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Sample 4-2: Heading Hierarchy 





Make Connections 


Writing ELA—W 2.3 
Write a Report 
Some types of bacteria have been used to help clean up oil spills in oceans or in lakes. 
Gather information about how the bacteria were used, and prepare a report. Share your 
findings with the other students in your class. 


Math SDAP 1.1 
Make a Graph 
Healthy soil has large numbers of decomposers living init. One gram of soil (much less 
than an ounce) can contain 100,000 algae, 1,000,000 fungi, and 100,000,000 bacteria. 
Make a bar graph comparing the numbers of these types of decomposers in the soil. 
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Sample 4-3: Cell-5 Heading’ Fouewed by a Cell-7 Heading 


‘The Punishoent of Crime 


Torture and capital punishment remained common fea- 
tures of European judicial systems well into the eighteenth 
_ century. Public spectacles were especially gruesome as this 
Ne excerpt from the Nocturnal Spectator of Restif de la Bre- 

| tonne demonstrates. 


k 


>a 


 Restif. de la Bretonne, Nocturnal Specter 


ee & The Broken Man: 





~ Twent home by way of rue Saint-Antoine and the Place 
| de Gréve Three murderers had been hrokep.op.the 
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Sample 4-4: Cell-7 Heading with Displayed Quotation 





Striking the proper balance between free- 
dom for the individual and the rights of soci- 
ety as a whole is similarly difficult—and vital. 
Abraham Lincoln once stated democracy’s 
problem in these words: 


PRIMARY £6 Must a government of 
Sources pe é : 
necessity be too strong for the 
liberties of its own people, or too weak to 


maintain its own existence? 9 


—Response to a Serenade, November 10, 1864 





Human beings desire both liberty and authority. 
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SE The tree of life In his 
book On the Origin of Species, Charles Darwin used 








the analogy of a tree to suggest that all of the species 
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Sample 4-6: Paragraph Heading Changed to Cell-5 Heading 





Kettles and Steamers With kettles and steamers, chefs can pre- 
pare large amounts of food efficiently. Covered kettles and steamers 
use moist heat that is applied over a much larger area than is possible 
by using a single burner. 

° Steam-Jacketed Kettle. Available in both freestanding and 
tabletop models, a steam-jacketed kettle is a kettle that pro- 
vides an even heat by circulating steam through its walls. 
Units may tilt and may have spigots or lids. Available in a 
range of sizes, these kettles are excellent for producing stocks, 
soups, and sauces. 
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Full Text of Icon Descriptions in Front of Book 





Eye Safety Sad protects Animal 
Proper eye BY Wl Protection Safety 
protection must be This symbol This syrnbol 


worn at all times appears when sub- appears when 
by anyone perform: stances could stain Safety of animals 
ing or observing or burn clothing. 
science activities. 


fadioactive 
materials are 


and students used. 
must be ensured. 





Icon Use within Text 


Radioactivity Handwashing 
This symbol After the lab, wash 
appears when hands with soap 


and water before 
removing goggles. 





Procedure ors | Kk 


1. Read and complete the lab safety form. 
: ; = Bes) at 





Option 1 
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Fundamentals 


Font attributes are unique characteristics of a print font, 
e.g., italics, bold, red, highlighting, etc. 


A variety of visual techniques are used to attract a reader’s 
attention, including the use of font attributes. Teachers may 
reference these; consequently it is becoming more 
important to follow print for educational content. 


Retain all font attributes that add meaning to the text and 
may be referenced by the teacher, another reader, or 
elsewhere in the book or corresponding workbook/handbook. 
If it is determined that the emphasis should be retained, 
follow print. 


Omitting attributes entirely may limit the ability of the 
reader to find necessary information. For example, if a 
statement is made that all prefixes and suffixes are bold and 
then the bold is omitted, the student will not be able to 
identify independently what is or is not a prefix or suffix. 


Print Font Attributes 


UEB defines symbols for italics, bold, underlining, and script. 
There are also five transcriber-defined typeform indicators to 
be used for other print font attributes. Each typeform 
indicator requires the addition of a symbol, word, or passage 
indicator. Passage indicators require the use of a typeform 
terminator. (See Formats, Appendix G, for a list of these 
symbols and UEB, §9, Typeforms.) 
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See Sample 5-1: Underlined Text, page 5-14. 


It is not always necessary to indicate a “double” font 
attribute, such as bold italics or bold highlighting. The 
primary attribute, such as italics or highlighting, is often 
sufficient. The transcriber needs to decide if the double 
attribute is necessary while structuring the braille edition. 


A Braille Reader’s Perspective. Typeform indicators in 
braille do not emphasize, i.e., they do not draw our attention 
to material. They simply indicate that the print shows 
emphasis. That is why we do not emphasize material in 
braille that is emphasized for decorative purposes. We also 
do not emphasize material such as a heading, when format 
serves the purpose of emphasis to the braille reader. 


We use braille typeform indicators for two main reasons: 


a. To show the braille reader a situation in which emphasis 
is used in print. Foreign words are sometimes 
emphasized for this reason, as well as paragraph 
headings. 

b. To give the braille reader an accurate rendition of the 
print text in situations where the type of print emphasis 
(e.g., color, italics, bold, underlining, script, etc.) might 
be mentioned by the print reader. For example, a teacher 
might mention a blue box or a word in bold. 


Distinctive Typefaces and Font Attributes 


Distinctive typefaces include facsimiles of handwriting and 
hand printing, or any font other than the primary one used 
in the text. Some font attributes seen frequently in 
educational material are italics, boldface, small capitals 
(print capitals the height of lowercase letters), underlining 
(single and multiple), color, highlighting, etc. 


a. If the use of small capitals is determined to be a required 
print font, use a transcriber-defined typeform indicator to 
indicate the small capitals (Example: HORSE). If the small 
capitals do not need to be distinguished in some way, the 
word(s) may be fully capitalized in braille. Note: Use a 
capital indicator before the first letter of a word printed in 
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small capitals when the initial letter of the word is shown 
in larger font (Example: HORSE). 

b. Roman numerals and similar material in small capitals 
should be transcribed using an initial capital or the 
capitalized word indicator (fully capitalized). 

c. Uppercase is not a font attribute. Follow print for 
capitalization. 


When Print Font Attributes May Be Ignored 


Print font attributes may be ignored when they are used for 
decorative purposes and do not add information for the 
reader. In general, font attributes in tables of contents, 
headings (centered, cell-5, cell-7), dedications, titles, lists, 
etc., do not reinforce learning or have any additional value 
for the reader. When these items are partially emphasized, 
however, font attributes must be retained. 


Ignore font attributes used for letters that mean letters and 
are shown standing alone, with or without punctuation. Note 
this change on the Transcriber’s Notes page. 


Example 5-1: Italicized Single Letters 





The spelling hint “7 before e, except after c” isn’t very helpful, because 
there are many exceptions. 











Ignore font attributes used with word parts standing alone, 
e.g., prefixes, suffixes, and identified root words. Note this 
change on the Transcriber’s Notes page. 


Example 5-2: Prefix and Suffix with Font Attributes 





dis- 
ible 
-ance 
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Ignore font attributes used with parts-of-speech 
abbreviations (with or without punctuation), e.g., v. or v for 
verb, n. or n for noun, m. or m for masculine, f. or f for 
feminine in dictionaries and glossaries. Note this change on 
the Transcriber’s Notes page. 


Example 5-3: Part-of-Speech Abbreviation 





accuse (uh-KUZ) v. blame 





Ignore font attributes for titles of books, poems, plays, etc., 
that appear as a complete heading. Note: Font attributes 
are retained when titles of books, poems, plays, etc., are 
mentioned in the text. 


Example 5-4: Ignore Font Attribute for Title 





Eyes and Tears 
ANDREW MARVELL 


How wisely Nature did decree, 











Ignore font attributes when they are used as a simple visual 
enhancement for print layout, e.g., a heavier font used for 
instructions, italics used for a dedication, etc. 
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library at http://web1.infotrac-college.com 


Key Terms. 


Enter the search terms Joseph IJ using Key Terms. 


For additional reading, go to InfoTrac 
College Edition, your online research 


Enter the search terms William Pitt using Key Terms. 


Enter the search terms Frederick II or Frederick the Great using 


Enter the search terms Catherine the Great using Key Terms. 





Example 5-6: Italics Ignored (Print Only) 





CONCLUSION =e Se 98 Se YS VE NS WE SEE MENS 


The foundation stones for the building of Western civi- 
lization were laid by the Mesopotamians and the Egyp- 
tians. They developed cities and struggled with the 
problems of organized states. They developed writing to 
keep records and created literature. They constructed 
monumental architecture to please their gods, symbol- 
ize their power, and preserve their culture for all time. 
They developed new political, military, social, and 
religious structures to deal with the basic problems of 
human existence and organization. These first literate 
civilizations left detailed records that allow us to view 
how they grappled with three of the fundamental prob- 
lems that humans have pondered: the nature of human 





relationships, the nature of the universe, and the role of 
divine forces in that cosmos. Although later peoples in 
Western civilization would provide different answers 
from those of the Mesopotamians and Egyptians, it was 
they who first posed the questions, gave answers, and 
wrote them down. Human memory begins with these 
two civilizations. 

By the middle of the second millennium B.c., 
much of the creative impulse of the Mesopotamian and 
Egyptian civilizations was beginning to wane. The 
invasion of the Sea Peoples around 1200 B.c. ushered 
in a whole new pattern of petty states and new king- 
doms that would lead to the largest empires the ancient 
Near East had seen. 





5.37 
words list is emphasized. 


Ignore font attributes when an entire vocabulary or spelling 


Example 5-7: Italics Ignored for Spelling Words 





SPELLING WORDS 
1. friend 
2. very 
3. people 
4. busy 








5.3.8 
in plays or dialogue. 


Ignore font attributes for scene settings and stage directions 
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Example 5-8: Font Attributes Ignored in Plays 








Katie (amused). Bill, that machine was made by 
Japanese technicians who think of near every- 
thing. It'll run on its own. 

Bill. Yeah, but it’s been a long time since I’ve seen 
this one, and... 

Katie. Okay. Enjoy. I think I’ll be awake for a lit- 
tle while. ... 

(She starts out,... then turns in the doorway as 

something else strikes her.) 























5.3.9 Ignore font attributes for numbers/letters beginning exercise 
material, alphabetic divisions, etc. 


Example 5-9: Font Attribute Ignored for Bold Numbers 





What You Will Discover 
1. Did your spider weave a web? 
2. What time of day did your spider start to weave its web? 
3. Did your spider build just one web? 














5.3.10 Ignore font attributes used to indicate quoted material 
enclosed in quotation marks. Note: There may be situations 
when it is better to retain emphasis for the quoted text, and 
it is the transcriber’s responsibility to evaluate each situation 
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for readability and clarity. (Gee Sample 5-2: Ignoring Font 
Attributes in Quoted Matter on page 5-15.) 


Ignore font attributes for entry words in alphabetic 
references, unless required for distinction, e.g., book titles, 
foreign words, etc. 


Example 5-10: Italics Retained for Distinctive Entry Words 





G 

Gift tax A tax ona gift by a living person. p.451 

Glasnost The Soviet policy of openness under which tolerance 
of dissent and freedom ofexpression increased. p. 646 











Retaining Font Attributes 


Follow print for the meaningful use of italics, bold, color, etc., 
as they may be part of classroom discussion. For example, a 
teacher may tell students that all blue words will be ona 
test. Indicating color in braille lets the student study 
independently. 


Follow print when a title is printed in italics or other 
emphasizing typeface and follows a preposition that is in a 
different typeface, or when the preposition is in a typeface 
different from the title. 
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Example 5-11: Retain Font Attribute for Title 





Eves and Tears 
From Andrew Marvell Revisited 


by Thomas Wheeler 


How wisely Nature did decree, 








Example 5-12: Retain Font Attribute for Preposition 





What Makes A Winner 
from Seabiscuit: An American Legend 


Biography by Laura Hillenbrand 


Quiet trepidation settled over the Howard barn in the week before the 
Santa Anita Handicap. 








Follow print for font attributes used to identify glossary 
words throughout the text. 
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Example 5-13: Glossary Words 





Sociologists refer to this trend as the feminization of poverty (The State 
of America Children, 1998). 











Color, Highlighting, and Other Print Fonts 

The print font for italics, bold type, underlining, and script 
are represented by specific braille symbols. Other print fonts 
(e.g., color, double underlining, etc.) are represented in 
braille using transcriber-defined font indicators. See 
Formats, Appendix G, for a list of these symbols and UEB 
§9.5: Transcriber-Defined Typeform Indicators. 


Transcriber-defined indicators are used in order: use the 
first transcriber-defined symbol for the first undefined print 
font, then the second transcriber-defined symbol, and so on. 
Be consistent within a transcription regarding the usage of 
these indicators. If all transcriber-defined indicators are 
used, other typeform indicators may be used for color or 
highlighting (if they are not already used within the volume). 


The transcriber-defined indicator(s) and termination 
indicator(s) are listed on the Special Symbols page, or ina 
transcriber’s note before the text. Sample: 


Symbols used in this volume: 


* 3$:: Double underline passage indicator 
i#:¢ 2t.: Double underline terminator 
i#:t3t+: Yellow highlighted word indicator 
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Example 5-14: Use of Transcriber-Defined Indicators 





1. Use a plural verb with subjects joined by and. 
My school's orchestraand band have different instruments. 











(See Sample 5-3: Use of Color as Emphasis on page 
5-16.) 


Font Emphasis for One or More Paragraphs 


Insert the appropriate font passage indicator at the 
beginning of each paragraph. 


Insert the passage terminator at the end of the final 
paragraph. (See UEB §9.9.1, Typeform Passages Extending 
Across Consecutive Same Text Elements. ) 


Emphasized Letters within a Word 

Letters within words are emphasized for a variety of 
reasons, e.g., to show changes in spelling, additions of 
prefixes or suffixes, and alliteration. When letters are 
emphasized with any font attribute (e.g., italics, bold, 
colored type, underlined letters, etc.): 


a. Follow print for the emphasis used. 

b. Use contracted braille for all words with emphasized 
letters. If the emphasis applies to the initial letter of a 
contraction, the contraction can still be used. 

c. Use the typeform word indicator when the emphasis 
applies to more than one symbol. If the emphasis occurs 
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within a word and a return to regular type is required, 
use a terminator to show the return to regular print font. 


Example 5-15: Emphasized Letters within a Word 





She sells seashells by the seashore. 


She sells seashells by the seashore. 











Multiple Emphasis in Exercise Material 


Exercise Material. The use of multiple font attributes in 
quick succession may hinder readability for some students. 
Transcribers must use their best judgment when opting to 
show the attributes used in text. It may be beneficial to 
transcribe a sentence first without the typeform indicators, 
then repeat the sentence with all the indicators. Explain this 
technique on the Transcriber’s Notes page or ina 
transcriber’s note before the exercise. Symbols used should 
be listed on the Special Symbols page or in a transcriber’s 
note at the site. Sample: 


Each sentence is shown first without emphasis and then 
repeated with all indicators used. 
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1. It is snowing outside. The street is wet. 
2.I have bought new boots. They have woolly linings. 











5.9 Words Enclosed in Shapes 

5.9.1 Words may be enclosed in a variety of shapes. Use a 
transcriber-defined typeform indicator to represent this in 
braille. (See UEB §9.5, Transcriber-Defined Typeform 
Indicators. ) 


5.9.2 A transcriber’s note and/or a list of special symbols explains 
this usage. Sample: 


In the sentences below, some words are enclosed in a 
rectangle or an oval. When multiple words are within one 
shape, a passage indicator rather than a word indicator is used. 
Symbols used: 

i 32:0 222: Words enclosed in a rectangle 
iH#:' 22: Rectangle terminator 
232:¢.2+: Word enclosed in an oval 
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Bostoncanbe during the months. 














5.10 Samples 


Sample 5-1: Underlined Text, page 5-14 

Sample 5-2: Ignoring Font Attribute in Quoted Matter, page 
5-15 

Sample 5-3: Use of Color as Emphasis, page 5-16 
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Sample 5-1: Underlined Text 


encyclopedia entry. Underline each preposition once and its object twice. 
in a variety; ofcolors 


15-40. Write the twenty-six prepositional phrases in this part of an 


Example: Cultured pearls can be found in a variety ofcolors. 
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Sample 5-2: Ignoring Font Attribute in Quoted Matter 





expeditions. 





Columbus sailed from Spain on August 3, 
1492. On October 12 he sighted land, an island 
in what is now called the West Indies. About two 
weeks later he sighted what he thought was 
Japan, also called Zipangu at that time. 


“All my globes and world maps 
seem to indicate that the island 
of Japan is in this vicinity and 
Iam sure that Cuba and 
Zipangu are one.” 


By 1504 Columbus had completed three more 








(Return to Text) 
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tip Match the colors for facts, reasons, examples, and explanations 
to see how details are arranged in the paragraph below. 


Yesterday our class had a special visitor. His name is 
Charles Hoover. He was born in 1925, and he is 85 years old. He 
came to explain what life was like here in Montgomery, Alabama, 
more than 80 years ago. He talked about old-time cars, Negro 
baseball leagues, and games he played as a boy. He could tell 
us a lot about the history of our state. That’s what we have 
been studying this month. Mr. Hoover was part of the Selma-to- 
Montgomery civil rights march in 1965. 
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Section 6 
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Fundamentals 

For our purposes, i//ustrative material applies to 


photographs, maps, drawings, etc. Specialty types of 
graphic materials (e.g., graphic novels and cartoons) are 
discussed in Formats, §14, Plays, Cartoons, and Graphic 
Novels. 


The preferred method for conveying information from 
illustrations (e.g., maps, Venn diagrams, bar charts, etc.) is 
by using tactile materials. Guidelines and Standards for 
Tactile Graphics, 2010 should be followed when producing 
graphics. 


A Braille Reader’s Perspective. Graphics should be 
reproduced when possible, especially if the student needs to 
understand the conventions used in the illustration as part of 
professional training. 


One way of testing a picture description is to see if someone 
unfamiliar with the book can answer the question, perform 
the task described, or get the joke without having seen the 
print book. If a sighted person cannot understand a tactile 
graphic in a subject with which he is familiar, a similarly 
knowledgeable braille reader will not understand it either. 
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Format 


The format for illustrations makes captions and descriptions 
standard and easy to locate. 


a. Include all print captions accompanying images. Any 
associated copyright information that may appear 
alongside the image should be included in a new 
paragraph after the completion of the caption. Follow 
print for wording and sequence of information. 

b. Some illustrative materials may require a transcriber- 
generated description. 


Use 7-5 margins for print captions and transcriber-generated 
descriptions. 


a. Do not insert blank lines before or after captions or 
descriptions unless required by other formats, e.g., 
headings, lists, etc. 

b. If the original print copy does not identify an illustration, 
insert a label in a transcriber’s note (e.g., photograph, 
figure, etc.) followed by the text of the caption on the 
same line. No punctuation is needed between the 
identifier and the text because the transcriber's note 
indicators provide sufficient separation. 


Example 6-1: Photograph with Caption 





The Earliest Known Photograph of Abraham Lincoln 
This is a rare view of a beardless Abraham Lincoln. The 
photograph was taken around 1846 or 1847 by Nicholas 
Shepherd. Mr. Lincoln would have been 46 or 47 years old in this 
Daguerreotype. 














c. When an illustration has a source citation, place it 
immediately following the caption using 7-5 margins. If a 
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description of the illustration is required, begin the source 
citation on the line following the description. 

d. Follow print for numbering style used for illustrations 
(e.g., hyphens, decimals, etc.). 


Example 6-2: Figure Number and Caption 





Copyrighted Image 








FIGURE 20.1 The balloon and gondola used by Piccard and 
Jones during their successful attempt to circle the globe in March 
1999. 











e. When both a print caption and a transcriber-generated 
description are needed, begin the description (enclosed in 
transcriber’s note indicators) on the line following the 


caption. (See Sample 6-1: Figure with Source 
Information on page 6-13.) 


Usually an illustration is inserted as close as possible to 
corresponding discussion in the text. If an appropriate 
location is not apparent, place it after the last full paragraph 
on the page on which it appears. Do not interrupt a sentence 
for the illustration. 


When an illustration is on a page other than where it is 
discussed, it may be necessary to move it from the original 
location so that it will appear near the pertinent text. Moving 
content to another page should be done only after careful 
consideration, as typically it is best to follow print. When an 
illustration is moved to a different print page, insert a 
transcriber’s note at the original location giving the print 
page number, including the continuation letter, of the new 
location. Also insert a transcriber’s note before the 
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illustration at its new location, stating the page number of 
its original position in print. 


Descriptions 


Some images may require a description, which is enclosed in 
transcriber’s note indicators following the caption. Use 
appropriate vocabulary for the grade level and subject 
matter. 


Example 6-3: Illustration with Description and Caption 








levels of analysis explain what’s going on here? 








The National Center for Accessible Media (NCAM) conducted 
research and posted information for writing descriptions for 
STEM (Science, Technology, Engineering, and Math) images. 
Effective Practices for Description of Science Content within 
Digital Talking Books is geared towards digital talking books, 
however there are many applicable points for writing 
descriptions in transcriber’s notes. 


The key points pertaining to braille production in the STEM 
Description Guidelines are: 


Brevity: Use as few words as possible. 
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Data: Focus on the data and not on extraneous visual 
elements. 

Clarity: The reader should be able to understand the 
description in one reading. 

Drill-Down Organization: Start with a brief description, 
followed by more specific information. This allows the 
reader to get the initial concept and read further if 
desired. 

Tables: Some content is better converted to tables than 
being provided in a narrative description. 

Processes: Some processes presented visually can be 
converted to nested lists. 

Narrative Description: Many illustrations are best 
described in a linear, narrative format. When writing 
narrative descriptions, follow the first four guidelines: 
brevity, data, clarity, and drill-down organization. 


The following website provides more detail about each of 
these points. 


http: //diagramcenter.org/table-of-contents-2.html#toc 


Omitted Illustrations 


Some illustrations, such as those inserted in print for visual 
appeal, may be omitted. The relationship of the illustration 
to the text is what is important. Consult the requesting 
agency. Include a statement on the Transcriber’s Notes page 
when all illustrations of a particular type (e.g., photographs 
without captions) are omitted. 


Insert a transcriber’s note at each point of omission when 
only some of the images are not included. This is especially 
important when some numbered illustrations are not 
included. Sample: 


Figure 6.4 TNDiagram is omitted.TN 


Concept Maps, Graphic Organizers, Idea Webs 


Concept maps have a central idea with rays branching out to 
subordinate ideas. Whenever possible, concept maps are 
done as a tactile graphic. When a request is made for a text- 
based format, use a nested list (1-5, 3-5; 1-7, 3-7, 5-7; 
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etc.) to indicate the individual elements of the web. The 
central idea of the concept map is the first level in the 
nested list. Other elements are listed in the appropriate level 
in a logical order, e.g., top to bottom, right to left, etc. A 
careful reading of the concept map may dictate another 
placement order. Use three dot 5s to indicate blank 
elements. Explain this usage in a transcriber’s note. 


Example 6-4: Samples of Concept Map Outlines (Print Only) 








ee 


(See Sample 6-2: Concept Map on page 6-14.) 


Flowcharts 


A flowchart is a diagram showing the step-by-step 
progression through a procedure or system, using 
connecting lines and symbols. Flowcharts frequently have 
Yes or No paths to follow. See the Flowchart Design for 
Applicable Braille Codes, available from 
http://www.brailleauthority.org/cbc/flowchart.html, to assist 
with these situations. Note that the indicators and shapes 
shown in the 1991 version of this document are out of date, 
but helpful guidance and examples are given for the layout 
of a flowchart. 
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Forms 


Print forms are illustrations of pre-printed documents. Some 
are informative, others have blanks to be filled in or choices 
to be made. 


When a form is omitted: 


a. Omit forms that are included only for visual interest and 
are not necessary for understanding of the content. 

b. Use a transcriber’s note to identify the form and briefly 
describe it. 


When a form is produced: 


a. Give a brief description of the form first. 

b. Do not reproduce print forms spatially. 

c. Enclose the form in box lines if appropriate. Avoid boxes 
within boxes unless it is essential for understanding the 
layout of the form. 

d. Use a 1-3 list or 1-5, 3-5 nested list to present the items 
in the form. 

e. Use an underscore to represent a blank. 


(See Sample 6-3: Print Form on page 6-16.) 


f. When the lines imply the length of an answer, use an 
embedded transcriber’s note to let the reader know how 
many write-on-lines appear in print. 

g. Use script indicators to represent “written” responses 
indicating sample replies. 

(See Sample 6-4: Print Form with Sample Responses on 

page 6-18.) 

Genealogical and Ancestral Charts 

Descendant Charts 

a. Transcribe descendants’ genealogical charts using a 
nested list format (1-5, 3-5; 1-7, 3-7, 5-7; etc.). 

b. Begin descendant charts with the ancestors, and descend 
to the most current generation. 

c. Follow print for symbols used for marriage or other types 
of relationships (e.g., twins). Note: if line symbols are 
used, the line terminator may be required. 


(See Sample 6-5: Genealogical Chart on page 6-20.) 
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6.8.2 


6.9 
6.9.1 


6.10 
6.10.1 


Ascending Ancestral and Pedigree Charts 


a. Transcribe ancestral and pedigree charts as lists, using 
1-3 margins. Begin with the most current item or person 
and move backward through the generations. Assign a 
number to each name or item in the chart, beginning 
with the most current. List them sequentially, moving 
back through each generation, in the same direction as 
the chart. Sequential numeric identification allows the 
ascending parentage to be followed without using a 
tactile graphic. 

b. Follow each item with any information specific to the item 
or individual, e.g., dates of birth/death, etc. Immediately 
follow this information with the two numbers from the list 
that represents the parent(s). Use a comma to separate 
the two numbers. Use three dot 5s to represent the 
missing connection if only one parent is listed. 

c. Insert a transcriber’s note about the parentage numbers. 
Sample: 


Each individual in the list is given an identifying number. 
The numbers following an individual’s name are the identifying 
numbers for the parents. Three dot 5s rather than a number are 
used for a missing parent. 


(See Sample 6-6: Ancestral Tree on page 6-22 and Sample 
6-7: Pedigree Chart on page 6-24.) 


Organizational Charts 


For our purposes, an organizational chart is a diagram of the 
structure and/or personnel of an organization. The principal 
parts or functions are represented by blocks connected by 
lines to show hierarchical rank or interrelationships. 
Transcribe such material using a nested list format (1-5, 
3-5; 1-7, 3-7, 5-7; etc.). (See Sample 6-8: Organizational 
Chart on page 6-26.) 


Timelines 


Timelines have many visual layouts, from very simple lists to 
more complex graphics. Treat timelines as lists and 
transcribe them in chronological order regardless of the 
order found in print. 
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6.10.2 


6.10.3 


6.10.4 


6.10.5 


6.10.6 


a. Use a 1-3 list format for a simple timeline. 

b. Transcribe the date first, followed by the event, on the 
same line. 

c. Include the first and last date shown, with or without an 
associated event. 

d. Omit all other dates without associated events. 

e. Insert captions for images that apply to a specific date at 
appropriate locations. 

f. For a complex timeline use a nested list (1-5, 3-5; 1-7, 
3-7, 5-7; etc.). 


Timeline with Bars. Insert the range of years when bars 
are used to indicate a span of time. Usually it is necessary to 
provide an estimate of the dates. Include a transcriber’s 
note to let the reader know all dates are approximate. Place 
the note on the Transcriber’s Notes page when these types 
of timelines are used throughout the volume. (See Sample 
6-9: Timeline with Bars on page 6-27.) 


Timelines with Multiple Events in the Same Year. Use a 
nested list format when a date has more than one event. 
Place the date at the left margin (cell 1). Use 3-5 margins 
for each following event. (See Sample 6-10: Timeline with 
Multiple Events on page 6-28.) 


Multipage Timelines. (Note: this refers to timelines that 
appear on more than two consecutive pages.) Insert the 
timeline at the most appropriate location on the first page it 
appears. Precede the timeline with a transcriber’s note to 
indicate the range of pages. Sample: 


Timeline is across the bottom of pages 44-47. 


Simple Shared Date Timelines. Use list format (1-3) for 
timelines that have a shared date and individual events. 
(See Sample 6-11: Simple Shared Date Timeline on page 
6-29.) 

Complex Shared Date Timelines. Use a nested list format 
(1-5, 3-5; 1-7, 3-7, 5-7; etc.) when print shows several 
major topics with the timeline. Another option may be to list 
the events after a cell-5 heading. (See Sample 6-12: 
Complex Shared Timeline on page 6-30.) 
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6.11 
6.11.1 


6.11.2 


6.11.3 


6.12 
6.12.1 


6.12.2 


6.12.3 


When a Tactile Graphic Is Not Produced 


Although a tactile graphic is preferred, the following 
guidelines may be used when requested by an agency, if the 
time frame of the needed material is too short, or if there 
are multiple samples of the same type of graphic and only 
one graphic is produced as a sample. 


It is necessary to present information in an appropriate 
format when images are not produced as tactile graphics 
and the content of the diagram is not included in the 
surrounding text. These options include lists, tables, and 
descriptions. Refer to the STEM guidelines. 


http ://diagramcenter.org/table-of-contents-2.html#toc 


A transcriber’s note provides information about how the 
information is presented. (See Sample 6-13: Bar Graph on 
page 6-32 and Sample 6-14: Venn Diagram on page 6-34.) 


Screenshots 


Screenshots of web pages are used often as a teaching tool 
in textbooks. The format used to transcribe screenshots 
depends on the focus of the illustration. 


a. Enclose all screenshots in a box. 
b. Use transcriber’s notes to indicate location and color cues 
as necessary. 


Informative Screenshots. Group content in sections when 
screenshots are informative, i.e., used to teach Internet 
research skills. 


a. Retain headings and separations. 

b. Transcribe all information necessary for understanding in 
a logical order. 

c. Ignore color. 


Descriptive Screenshots. These screenshots are used to 
teach website design. 


a. A tactile graphic is frequently the best option if the 
purpose of the screenshot is to show the page design. 
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b. A complete and detailed description of the screenshot is 
provided when a tactile graphic is not possible. Include 
the following: 


(1) Divide the web page into sections, e.g., navigation 
panel on the left, the tool bar on the top, the content 
area, the footer, etc. 

(2) Describe text placement as needed. 

(3) Indicate hyperlinks, which are a word, phrase, or 
image that can be clicked on to jump to a different 
location. 


(See Sample 6-15: Screenshot on page 6-36.) 


Slide Presentations 

Slide presentations created in Microsoft PowerPoint, Corel 
Presentations, Keynote, etc., are often requested in braille, 
especially in a school environment. 


a. Each slide number is treated as the print page number. 

b. As text on slides may be informally structured, it is 
necessary to determine a format for best readability. 
Most text is formatted using headings, indented/blocked 
paragraphs, and lists. 

c. Enclose any transcriber-generated descriptions in 
transcriber’s note indicators. 

d. If speaker’s notes are included, use 7-5 margins. Begin a 
note with the identifier “Note,” enclosed in transcriber’s 
note indicators. Continue the note on the same line. 


(See Sample 6-16: Slide Presentation on page 6-38.) 
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Samples 


Sample 6-1: Figure with Source Information, page 6-13 
Sample 6-2: Concept Map, page 6-14 

Sample 6-3: Print Form, page 6-16 

Sample 6-4: Print Form with Sample Responses, page 6-18 
Sample 6-5: Genealogical Chart, page 6-20 

Sample 6-6: Ancestral Tree, page 6-22 

Sample 6-7: Pedigree Chart, page 6-24 

Sample 6-8: Organizational Chart, page 6-26 

Sample 6-9: Timeline with Bars, page 6-27 

Sample 6-10: Timeline with Multiple Events, page 6-28 
Sample 6-11: Simple Shared Date Timeline, page 6-29 
Sample 6-12: Complex Shared Timeline, page 6-30 
Sample 6-13: Bar Graph, page 6-32 

Sample 6-14: Venn Diagram, page 6-34 

Sample 6-15: Screenshot, page 6-36 

Sample 6-16: Slide Presentation, page 6-38 
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Sample 6-1: Figure with Source Information 


Courtesy of Historical Diving Society, USA 


Figure 7-1 


Diving's early history. 

In the mid 1600s the 
extremely inventive llalian 
scientist Giovanni Borelli 
was the first to visualize 

a diver as a free-swimming 
fragman, complete with 
swim fins. 





Copyrighted Image 
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: Concept Map 


Sample 6-2 





Mom was 


to run the 


PTA in our 











district. 
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16 
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Sample 6-3: Print Form 


Five Wishes Wallet Card 
Important Notice to Medical Personnel: My primary care physician is: 
| have a Five Wishes Advance Directive. ‘ 
Name ' 
Signature Address CityiState/Zip_—=~S ' 
Please consult this document and/or my Health Care Phone ' 
Agent in an emergency. My Agent is: ' 
My document is located at: 
Name ' 
Address City/State/Zip 
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Sample 6-4: Print Form with Sample Responses 


Order Form 


To order something from a catalog or a magazine, 
you can use an order form. Be sure to include all 
the information about the item and where to send it. 
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Sample 6-5: Genealogical Chart 


Abbreviated Genealogy of James | 





Charles | 
1600 - 
1649 


Elizabeth 
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Sample 6-6: Ancestral Tree 
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Sample 6-7: Pedigree Chart 


Pedigree of Santa Cruz Sweetheart Orchid 


Swiss Miss 
Be Glad ( 
Cassandra 
Nobby's Amy 
amabilis 
Rothschildiana ( 


Santa Cruz Sweetheart 
Dawn Welcome 
Dawn Promise ( 
stuartiana 
Dawn Treader 
Melinda Rose 
Gladrose 
Glad Melinda 
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Sample 6-8: Organizational Chart 


General! 
Colonel A Colonel B 
‘Captain A) [Captain B | Captain C| 


- 


‘Sergeant A |Sergeant B 








[Private A) | Private B| 


ere ee eee 

2: Ste tet ee 

a ee er ee a ae 

as OE ee ae ea 

a i Pee eo 

6: ee ee 

ree oe ee ee 
8: Ce we TE 
9: oe re ae 

10, eee 
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Sample 6-9: Timeline with Bars 





Rule by Cardinal Richelieu | Reign of Louis XIV 
a iT SS VO OS] 
7 j . 
Frederick William the Great Elector Peter the Great aha 
EE RE TY 


English, French, Dutch settle North America The Glorious Revolution 
[eee ne aa) 2 
Official recognition of the Dutch Republic 
a 
| English Civil War 
na 
Paintings of Rembrandt John Locke, Two Treatises of Government 


REterrrsros ETT | s sah = 

Thomas Hobbes, L : than Plays of Racine } 
= ES Se eS a 

Z a e 
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Sample 6-10: Timeline with Multiple Events 
History of the Inca 












c. 1100 
Incas settle 


1438 
Incan Empire 
begins. 


ice) oe) N fo) eal -& Ww NO hr 
One “88h. Sie: S25 ees, Ae ween 225- ae 


bh 
oO 
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Sample 6-11: Simple Shared Date Timeline 
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Sample 6-12: Complex Shared Timeline 












POLITICS AND GOVERNMENT 


1375 1425 
e! i 











1492 
1368 Christopher 
Ming dynasty Columbus reaches 
1347 established in the Americas 
Black Death China 
strikes Europe 


Ivory statue of a Daoist 
figure carved during the 
Ming dynasty 





SOCIETY AND CULTURE 
1375 







1425 








1508 
Michelangelo 

begins painting 
Sistine Chapel 












1509 
Erasmus's The 
Praise of Folly 









Copyrighted 1513 
Image Machiavelli's 
The Prince 


SCIENCE AND TECHNOLOGY 
1375 1425 
! | 





Latin version of the 
Gutenburg Bible, 1456 








c.1450 
Johannes 
Gutenberg 
begins using 
movable type 
to print books 


Copyrighted 


Image 
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Option 1: Nested List 








Option 2: Heading with List 
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Sample 6-13: Bar Graph 





CHANGE IN DISTRIBUTION OF THE AMERICAN WORKFORCE, 1870-1920 


Miscellaneous 10.4% Miscellaneous 11.4% 


Trade 6.8% Trade 7.3% 
EEEter. Professional, Clerical, Public Service 3.7% 


Professional, Clerical, Public Service 14.1% 


Manufacturing/Transportation 26.1% 


Manufacturing/Transportation 40.2% 


Agriculture 53.0% 


Agriculture 27.0% 





1870 1920 











Option 1: List Format 
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Option 2: Table Format 
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Sample 6-14: Venn Diagram 


Division of Federal and State Powers 


| oN NATIONAL and STATE 
NATIONAL GOVERNMENT | GOVERNMENTS STATE GOVERNMENTS 


Critical Thinking 


The Constitution established a detailed plan for the 
distribution of power between the federal and state 
governments. What powers are shared by the 
national and state governments? 
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Sample 6-15: Screenshot 













Search 


“2-200. 


Back ‘Forward — Home - Reload Stop 


http://search.com/search?p=%22life+on+mars%22 


ij 
. ~ —~ . ‘ : 
Science: Astronomy: Solar System: Planets: Mars: Life on Mars? } 

Science Magazine: Life on Mars Special 


Is there life on Mars? an interview with top scientists 


na rR Ee A cm 





Screenshot for Information Only 
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Sample 6-16: Slide Presentation 


Screen Reader 


Screen Reader 
— reads elements on a computer screen 
— is necessary to navigate and operate a computer 
— uses text to speech to read text on the screen 


TTS isa text reader 


Text Reader Screen Reader 





The computer's ability as a text reader is often confused with a screen reader. A 
screen reader will read all the elements on a computer screen and is necessary to 
navigate and operate a computer. A screen reader uses the text to speech engine to 
speak text. Text to speech is a text reader and a text reader by itself cannot navigate 
and operate a computer. It is important to understand that text reader is not a screen 


reader. 
3 
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Text to speech settings for computers with Windows operating systems can be found 


in the control panel. 
if you are using Windows XP, choose Speech Properties. Then choose the text to 


speech tab 
4 
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Fundamentals 

The provisions of this section apply to materials printed 


inside boxes, screened materials shown by the use of colors 
or shaded backgrounds, or material that should be set off 
from the body of the text. Both boxes and screened 
materials are referred to as boxed material throughout this 
section. 


Box lines are always used when text references material as 
being in a box. Using box lines in other situations is at the 

transcriber’s discretion. If the content does not fit well into 
the flow of text, it is best to retain the box lines. 


Box Lines 
Top box line 


Bottom box line 
Top and bottom exterior borders for a set of nested boxes 


A Braille Reader’s Perspective. A blank line before and 
after a box helps the reader quickly distinguish a top box 
line from a bottom box line, especially when boxes are 
longer than a braille page. 


If two separate boxes follow each other, as opposed to 
appearing as a smaller box in a bigger box, a blank line 
between boxes helps the braille reader know the difference. 


Blank Lines 
Boxes are preceded and followed by blank lines. 


a. A top box line can appear on line 1 when a running head 
is not used and line 3 when a running head is used. 





7-1 Section 7 
Boxed Material 


7.3 
731 


7.3.2 


73:3 


b. A blank line separates a page change indicator from a 
box line. 


Exceptions: 


c. Do not leave a blank line following a top box line. 

d. Do not leave a blank line preceding a bottom box line. 

e. Do not leave a blank line between boxed material and 
any accompanying heading, caption, directions, or source 
citation. 

f. Do not leave a blank line between adjacent interior and 
exterior box lines. 


See Formats, §7.6.1 for use of blank lines for boxes within 
boxes. 


Boxes 


Placement of Boxes. Insert boxed material into the text 
where it logically belongs, keeping it on the same print page 
on which the box occurs in print. Whenever possible, keep 
boxed material on a single braille page. Place boxes 
containing general material that has no direct reference to 
the text at the end of the last paragraph of the print page. 


Begin each box with a top box line and end it with a bottom 
box line, regardless of the number of braille pages required 
for the box. 


Start the top and bottom box lines at the left margin and 
extend them across the full width of the braille page, 
regardless of the width of the print box. The width of the 
braille page is dependent upon the format of the material 
being transcribed. 


a. Separate box lines on the first or last line of a braille 
page from the page number by at least three blank cells. 

b. The length of box lines within line-numbered text adheres 
to the required two blank cells before line numbers. 
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Example 7-1: Box within Line-Numbered Prose 












gained, and write them out for publication. And he added: 80 


"Never say 'We learn’ so-and-so, or ‘It is reported,’ or ‘It is 
rumored,’ or ‘We understand’ so-and-so, but go to 




















Do not reproduce left and right box lines. 
Example 7-2: Boxed Columns 
Forms of be 
Singular Plural 
is (present) are (present) 
was (past) were (past) 








Dividing Boxes Between Braille Pages 


a. A top box line must be followed by at least one line of 
text on the braille page. If the box line is followed by a 
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7.3.8 


7.4 


7.4.1 


heading, the heading must be followed by at least one 
line of text. 

b. A bottom box line must be preceded by at least one line 
of text on the braille page. 


Full Print Page(s) of Boxed Material 


a. When the body of text is interrupted by a full print page 
or more of boxed material, insert a transcriber’s note 
before the box informing the reader where text resumes. 
Use print page numbers in the note. Sample: 


Text continues on page 45. 


b. Insert a transcriber’s note after the box informing the 
reader where the text was interrupted. Include the 
continuation letter with the print page number. Sample: 


Text continued from page c43. 


Wide Boxes Shown Side by Side. If several boxes are 
shown in a row across a print page, present them vertically 
as separate boxes in braille. 


Adjoining Vertical Boxes. Close the first box before 
opening a second box. Insert a blank line between each box. 


(See Sample 7-1: Two Boxes Separated by a Blank Line on 
page 7-8.) 


The Relationship Between Text and Boxes on Facing 
Print Pages 


There are four possible situations: 


a. When a single box is shown across print pages and it is 
read as if it were on a single page, and there is no other 
text on either page, transcribe it as a single box. Use 
combined page numbers, e.g., 22-23, a22-23, etc. Box 
lines may be omitted if the content will fit on a single 
braille page without them. Option: Tables printed across 
facing print pages may be produced as facing braille 
pages, if all the material will fit on the two pages. (See 
Formats, §11.13, Wide Tables: Facing Pages.) 
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22 


Box Read Across Pages (Print Only) 





Indicative 
simple present 


intensive present 


play 
do play 


play 
coplay 


plays (playeth) 
Goes play (doth play) 





simple present progressive 


am playing 


are playing 


is playing 





simple past 


played 


played 


played 





intensive past 


did play 


did play 


did play 





simple past progressive 
simple future 


was playing 
shall/will play 


were playing 
shall/will play 


was playing 


shall/will play shall/will play 


shall/will play 





simple future progressive 


shall/will be playing 


shall/will be playing 


shall/will be playing shall/will be playing 


shall/will be playing 





present perfect 


have played 


have played 


has played (hath played) 


have played 





present perfect progressiv e 


have been playing 


have been playing 


have been playing (hath been 
playing) 


have been playing 





past perfect (pluperfect} 


had played 


had played 


had played 


had played 





past perfect (pluperfect) 
progressive 


had been playing 


had been playing 


had been playing 


had been playing 





future perfect 


shall/will have played 


shall/will have played 


shall/will have played 


shall/will have played 








future perfect progressive 





shall/will have been playing 





shall/will have been playing 











shall/will have been playing 


it shall/will have been playing 














b. When full-page boxes are on adjoining pages and are 
read as two separate boxes, transcribe them as separate 
boxes. Retain the box lines to convey the change in 
context. Individual page numbers are used, e.g., 44, 
a44, 45, a45, etc. 

c. When a box reads across facing pages, but there is other 
text outside the box, place it at the most logical place on 
one of the two pages. Insert a transcriber’s note before 
the box, informing the reader of the location. Sample: 


The following box appears across the bottom of pages 
100-101. 


Example 7-4: Box Read Across Pages (Print Only) 


See a 
Problem? 


This turns into garbage and other 6 that fills up UJ. 


d. A box designed to be read first on the left page and then 
continued on the next page needs to remain intact. 





Students noticed that a factory wasn't using 0 to remove ashes. They invited the factory manager to school to see their recycling 


Also, it didn’t have bins fo cans. project and a display showing how sunlight is turned into 8). 








Often people leave water running or waste it in other ways. They Suggest taking a field trip to the § 


should know that it is expensive to clean , Or waste water. 


to see how sewage is cleaned, 





Food and other things we buy have a lot of packaging. Write to a town official. Ask if your community has 


enough landfills to bury garbage or (}) for burning it. 





The roads are crowded with cars that cause 0. 


Most cars 


SSIES CRESATT SESSILIS EELETS 


on the road have only one person in them. 
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Transcribe the text on the first page, then the boxed 
material. Insert the page change indicator and complete 
the boxed material before returning to the remainder of 
the text. Note, if the box breaks the flow of text on the 
first page (e.g., mid-paragraph), insert the box at the 
most appropriate location and include a transcriber’s 
note, as in the previous example. 


Example 7-5: Box Across Facing Pages (Print Only) 


Copyrighted 
Image 
Copyrighted Image 


Studio Background 


Artworks About People 


How did artists Peter Vandenberge (Fig. 2-8) and 
sive ion about 


This contemporary portrait bust has wild orange 
think these fea- 


green ‘suit. What do you 
it xymbolize? Do you think the artist promoted 
medicine 


Ceramic iis, sips undersiazes, 46" 222" 213" 
(116.855.9133 on). joha Natsoulss Galery, Davs,CA. 








Different Colored Boxes 


Books may use boxes in various colors, also called screened 
materials, to distinguish types of content. Indicate the box 
color unless all the boxes are the same color. The book may 
not reference the color, but it is possible a corresponding 
workbook will make note of it, colors may identify the level 
of activity difficulty, or a teacher may reference the box 
color for study purposes, etc. 


Insert the name of the color, enclosed in transcriber’s note 
indicators, at the beginning of the opening box line. A blank 
cell separates the embedded transcriber’s note from the box 


line. (See Sample 7-2: Screened Word Lists on page 7-10.) 


Boxes within Boxes 


One or more boxes within a box are transcribed in a 
different manner than regular boxes. Include a transcriber’s 
note explaining how the boxes are related if necessary. 


Top and bottom exterior borders 
Top interior box line 
Bottom interior box line 
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a. Do not insert a blank line between a top exterior border 
and a top interior box line. 

b. Do not insert a blank line between a bottom interior box 
line and a bottom exterior border. 

c. Insert a blank line before a top interior box line when it 
begins on any line other than immediately after the top 
exterior border. 

d. Insert a blank line after a bottom interior box line when it 
ends on any line other than immediately before the 
bottom exterior border. 

e. Consecutive interior boxes are opened and closed with 
top and bottom interior box lines. 

f. Consecutive box lines between interior boxes are 
separated by a blank line. 


(See Sample 7-3: Box within a Box on page 7-12.) 


Samples 


Sample 7-1: Two Boxes Separated by a Blank Line, page 7-8 
Sample 7-2: Screened Word Lists, page 7-10 
Sample 7-3: Box within a Box, page 7-12 
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Sample 7-1: Two Boxes Separated by a Blank Line 


electrons in an 
electrical current 
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10 


11 


12 


13 


14 


Return to Text 
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STUDY Say each word. Then read the meaning phrase. 


16. 


ROO. OSC Besa Oos ne 


Sample 7-2: Screened Word Lists 


an army trained for battle 
starve without food to eat 

a scar on his arm from a burn 
put garbage in the trash can 
ate a hamburger with catsup 
before you return home 

the purpose of the lesson 
painted the surface of the table 
have courage to face danger 

a journal entry about a vacation 


argue about which team is better 
an apartment in this building 
strummed the strings of a guitar 
the governor of Arkansas 

cut a curl of hair 

kept money in her purse 

chairs and other furniture 

the courtesy of the helpful waiter 
milk to nourish the baby 

a journey from Africa to America 
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Return to Text 
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Sample 7-3: Box within a Box 


Top Nine States by Population Population 

Thetop nine states in population /1 = | California | 36,457,549 
contain half of the total population. 23,507,783 
The twenty-five lowest-population 19,306,183 
states contain less than one-sixth of 18,089,888 


the total population. 12.831.970 

The following is the state-by-state |6__| Pennsylvania| 12,440,621 

population count (July 1,2006 17 |Ohio —_| 11,478,006 

estimates). [8 | Michigan _| 10,095,643 
[9 | Georgia 9.363.941 
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e 
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(Return to Text) 
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Fundamentals 


Lists can be a series of words, phrases, or sentences. A 
simple list can be embedded within a paragraph, appear as a 
single vertical list, be divided into columns, appear with a 
variety of bullets, or be numbered or lettered. A list may be 
preceded by a heading. 


For our purposes, a simple list has no subentries. A nested 
list—a list within a list—has at least one subentry. 


Lists appear in many different guises, including a table of 
contents, timelines, word/vocabulary lists, exercise material, 
plays, bibliographies, alphabetical references, etc. There are 
subtle differences in how they are formatted, but the basic 
concepts start here with the simple and nested lists. See 
Formats, §17, Spelling Lists and Activities, for additional 
information about a variety of lists found in spelling books. 


Follow print for capitalization and punctuation of all items in 
a list. 


a. Omit emphasis when the entire list uses the same print 
font attribute. 

b. Retain emphasis for items in the list such as titles, and 
when necessary for distinction, e.g., some items are 
italicized. 
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A Braille Reader’s Perspective. The runover level for all 
entries or subentries is two cells to the right of the farthest 
indention. This indicates to the reader fairly quickly the 
structure of the list. A list may go on for pages. In some lists 
with subentries, such as an index, a main entry may not 
appear for several pages. It is handy for the braille reader to 
identify the indent level quickly at a braille or print page 
change. 


Simple Embedded Lists 


Paragraph lists consist of a series of short numbered or 
lettered items embedded within a paragraph. Retain the 
paragraph format and punctuation. 


Example 8-1: Embedded List 





As the groups prepared for embarking on their journey, their thoughts 
included (a) would they travel well together, (b) would the journey be 
dangerous, and (c) would they see their loved ones again. 








Simple Vertical Lists 


The most basic list is a simple vertical listing. Use 1-3 
margins for each item. 


Blank Lines. A print list typically is separated from 
Surrounding text by the use of space or slight change in 
margin. Do not confuse lists with displayed materials. Begin 
lists in cell 1. 


a. A list is preceded and followed by a blank line in most 
situations. 
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Example 8-2: Simple List 





cat 
dog 
mouse 
cow 
horse 











b. Insert a blank line between a page change indicator and 
a list. (See Sample 8-1: List After Page Change Indicator 
on page 8-13.) 

c. Insert a blank line between a list and a page change 
indicator. (See Sample 8-2: List Before Page Change 
Indicator on page 8-14.) 

d. When format requires a blank line before and after a 
page change indicator, retain only the blank line after the 
page change indicator. (See Sample 8-3: Heading After 
Page Change Indicator on page 8-15.) 


8.3.3 A list is not preceded by a blank line: 
a. When it follows a cell-5 or cell-7 heading. 
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Example 8-3: Cell-5 Heading Followed by a Simple List 





Vocabulary Words 
spider 
suggest 
boast 
spilled 
skeleton 








b. When it follows a top box line. (See Formats, §7, Boxed 
Material. ) 


(See Sample 8-4: Simple Boxed List on page 8-16.) 


c. When it follows directions. (See Formats, §10, Exercise 
Material. ) 


Example 8-4: Simple List After Directions 





Write the principal parts for each verb. Use your dictionary ifneeded. 
fly 
be 
go 
put 
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Lists Starting at the Top of Braille Pages 


d. 


b. 


Start the list on line 1 when a running head is not used, if 
there are two or more blank lines at the bottom of the 
previous page. Start the list on line 2 when braille is on 
the last or next-to-last line of the previous page. 

Start the list on line 3 when a running head is used. 


Lists Starting at the Bottom of Braille Pages 


a. 
b. 


A list may be divided between braille pages, if necessary. 
The first item of a list may begin on the next-to-last line 
of a page if it will fit on one braille line. 


c. A list may not begin on the last line of a page. 
d. 


A heading must be followed by at least one complete list 
item before the list is continued on a new braille page. 


Simple Lists in Columns 


Simple listed items may appear in columns. When it is 
obvious the list has been printed in side-by-side columns to 
Save Space, the arrangement can be retained if it fits, but it 
does not have to be duplicated. Multiple column lists may 
also be presented in a single column. Such rearrangement 
does not require an explanation. 


a. 


b. 


Insert a blank line to separate a cell-5 or cell-7 heading 
from columns. (See Formats, §4, Headings.) 

Always begin the first column in cell 1. Leave two blank 
cells between the end of the longest item in the first 
column and the left-hand margin of the second column. 
Do not use guide dots between unrelated columns. (See 
Formats, §11, Tables and Related Columns. ) 

Keep a columned list on a single page when possible. 


(See Sample 8-5: Two-Column List on page 8-17.) 


. Preserve print alphabetic or numeric order, whether 


horizontal or vertical. (See Sample 8-6: Two-Column List 
Changed to Vertical List on page 8-18.) 

Change the number of columns if the print layout does 
not fit. Insert a transcriber’s note explaining the change. 
Do not rearrange the order of words. (See Sample 8-7: 
Six Columns Changed to Three Columns on page 8-19.) 
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g. When a columned list is too long for a single braille page, 
list the words in columns and fill the page with as many 
words as will fit. List the words vertically in alphabetic or 
numeric order. Continue listing the words in columns on 
the next braille page. (See Sample 8-8: Long List on Two 
Braille Pages on page 8-20.) 


Nested Lists 


A nested /ist—a list within a list—has main entries and at 
least one level of subentries. 


a. A centered, cell-5, or cell-7 heading may precede a 
nested list. 

b. The main entry begins in cell 1. Each subentry level 
begins two cells to the right of the previous level. All 
runovers begin two cells to the right of the farthest 
indented subentry. 


One level: 1-3 

Two levels: 1-5, 3-5 

Three levels: 1-7, 3-7, 5-7 
Four levels: 1-9, 3-9, 5-9, 7-9 
etc. 


(See Sample 8-9: Simple Nested List on page 8-22.) 


c. All items within the section with subentries are treated as 
a nested list, even if some items do not have a subentry. 
(See Sample 8-10: Nested List on page 8-23.) 

d. Nested lists are always transcribed in a single column. 
(See Sample 8-11: Columned Nested List Changed to 
Vertical List on page 8-24.) 

See Formats, §10, Exercise Material, for more information 

about nested lists. 


Bulleted Lists 

Print bullets are used to draw attention to specific items or 
the location of material. They may be hollow dots, filled-in 
dots, squares, triangles, or other symbols. 
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Retain bullets whenever they are used in lists. 


d. 


Cs 


Follow print for the symbol used as a bullet. If the print 
symbol does not have a corresponding symbol in braille, 
devise a symbol using a transcriber-defined symbol 
indicator. (See UEB, §3.26, Transcriber-Defined 
eames ) Examples: 


Dot 

2.37% Hollow square [will require a grade 1 indicator] 

25:37 Solid square 

3 Hollow circle [will require a grade 1 indicator] 
Triangle [will require a grade 1 indicator] 
Checkmark 


. List all bullet symbols except the primary bullet indicator 


(dots 456, 256) on the Special Symbols page, or ina 
transcriber’s note before the text. 
Transcribe bulleted subentries as a nested list. 


(See Sample 8-12: Bulleted List on page 8-25, Sample 8-13: 
Nested List with Bulleted Subentries on page 8-26, Sample 


8-14: Bulleted Nested List on page 8-27, and Sample 8-15: 
Two Distinct Bullets in a Simple List on page 8-28.) 


Lists with Only Some Items Bulleted 


To indicate that only some items in the list have bullets or 
other print indicators, such as pictures: 


da. 


b. 


Follow print for the symbol used as a bullet. The bullet 
begins in cell 1 and is followed by a space. Symbols used 
must be listed in a transcriber’s note or placed on the 
Special Symbols page. 

Align the beginning character of all items. Runovers are 
two cells to the right of the beginning of the items. 
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Oo AN DUM 


1. THE LIFE AND TIMES OF SHERLOCK HOLMES 
2. MURDER ON THE SNIKREP CAMPUS 
3. THE MARCH SKY 








Example 8-5b: List with One Bulleted Item 








Ou BR WN BP 
ee 


1. THE LIFE AND TIMES OF SHERLOCK HOLMES 
2. MURDER ON THE SNIKREP CAMPUS 
3. THE MARCH SKY 


25 bers 








c. When multi-column lists have some items bulleted, 


transcribe them vertically. 
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Example 8-6: Two Columns Changed to Vertical List 














This is his wish list from the Louis L’ Amour 
collection. Bulleted items are out ofstock. 
Bowadrie e TheLonely Men 
e Chancy e Radigan 
Flint The Skyliners 
Outlines 


Use a nested list for outlines. 


Two levels: 1-5, 3-5 

Three levels: 1-7, 3-7, 5-7 

Four levels: 1-9, 3-9, 5-9, 7-9 

etc. 

Follow print for the symbol used to represent blanks in a 
skeleton outline. Insert three dot 5s to represent blank 
space (no print symbol). A transcriber’s note is required to 
explain the use of the dot 5s. 


Outlines Using Letters and Numbers 


Follow print for capitalization and punctuation. (See Sample 
8-16: Outline on page 8-29.) 





8-9 Section 8 
Lists 


8.8.4 


8.8.5 


Outlines Using Decimal Enumeration 


Example 8-7: Decimal Enumeration Skeleton Outline 





1 
pe | 
1:2 
2.4 
2 
2.1 














Guide Text for Entire Documents in Outline Format. To 
aid the reader when an entire document is printed in outline 
format, center the last division number used on each braille 
page on line 25. This is similar to guide words used in an 
index. 


a. Center guide text on the last line of every braille page. 

b. Leave at least three blank cells before the outline division 
entry. 

c. Leave at least three blank cells between the outline 
division entry and the braille page number. 

d. Leave at least three blank cells after the outline division 
entry when there is no braille page number, if even page 
numbers are suppressed for interpoint. 

e. Use the last outline division entry from the previous 
page(s) followed by “(cont.)” when no new outline entry 
occurs on the braille page. 
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Example 8-8: Outline Guide Text 





L.B.4. 





Example 8-9: Decimal Enumerated Outline Guide Text 





9.11 








Vee eee eee a Seas ae eee eet as ce 





f. An agency may choose to indicate outline division guide 
text only on odd pages in an interpoint transcription. The 
guide text indicates the last outline division on the right 
page (odd braille page number). 


Annotated Lists 

Annotations are explanatory notes or comments about an 
entry. Use the nested list format. (See Sample 8-17: 
Annotated List on page 8-30.) 
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Samples 


Sample 8-1: List After Page Change Indicator, page 8-13 

Sample 8-2: List Before Page Change Indicator, page 8-14 

Sample 8-3: Heading After Page Change Indicator, page 
8-15 

Sample 8-4: Simple Boxed List, page 8-16 

Sample 8-5: Two-Column List, page 8-17 

Sample 8-6: Two-Column List Changed to Vertical List, page 
8-18 

Sample 8-7: Six Columns Changed to Three Columns, page 
8-19 

Sample 8-8: Long List on Two Braille Pages, page 8-20 

Sample 8-9: Simple Nested List, page 8-22 

Sample 8-10: Nested List, page 8-23 

Sample 8-11: Columned Nested List Changed to Vertical 
List, page 8-24 

Sample 8-12: Bulleted List, page 8-25 

Sample 8-13: Nested List with Bulleted Subentries, page 
8-26 

Sample 8-14: Bulleted Nested List, page 8-27 

Sample 8-15: Two Distinct Bullets in a Simple List, page 
8-28 

Sample 8-16: Outline, page 8-29 

Sample 8-17: Annotated List, page 8-30 
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Sample 8-1: List After Page Change Indicator 


... calm, noncompetitive setting for education. 
—New Print Page— 


How might a dress code help create a safe school environment? 
What are two common causes of fires in the home? 
What should you do ifyou are outside and a tornado strikes? 


cat 
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(Return to Text) 
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Sample 8-2: List Before Page Change Indicator 


Where can you find reliable sources of health information? 
What medical services are covered by health insurance? 
What influences a teen's buying decisions? 
—New Print Page— 
-65- 


Internet-based health care allows a patient to communicate ... 


(Return to Text) 
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Sample 8-3: Heading After Page Change Indicator 


Where can you find reliable sources of health information? 
What medical services are covered by health insurance? 
What influences a teen's buying decisions? 

—New Print Page— 


Internet-Based Health Care 
A patient communicates ... 


(Return to Text) 


-65- 
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Sample 8-4: Simple Boxed List 
go? 


you arriving? 


= 


Interrogative Pronouns 
Why were you late for class? 


—— es 


fot 
4 
oO 
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o 
= 
2 
=| 
nd 
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2 


Where did John 
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When are 





11 
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Return to Text 
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Sample 8-5: Two-Column List 


Canadian Provinces/Territories 


Prince Edward Island 


Quebec 


Alberta 


British Columbia 
Manitoba 


Saskatchewan 


Northwest Territories 
Yukon Territory 
Nunavut 


New Brunswick 
Newfoundland 
Nova Scotia 


Ontario 


13 


14 


15 


Return to Text 


23 





Section 8 


8-17 


Lists 


10 


BR WN Bf 


Oo Aa ND UM 


Sample 8-6: Two-Column List Changed to Vertical List 


Baseball Soccer 
Basketball Swimming 
Football Track 
Hockey Volleyball 


11 “ . . . iilee iden sate ith Sates ude tian Samdy sate Meads Sek? Got. Sot hast Mon eeehsctnc Gene Ga, Gai eah COG pun pO omtes G18 Swiveeieuwste GON: GE) Geis aoe ee mise 


(Return to Text) 
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Sample 8-7: Six Columns Changed to Three Columns 





admiration agreeable attraction comfortable conversation convertible 
dangerous decoration education famous flexible humorous 
imagination inflation information instruction joyous marvelous 
mysterious nervous organization preparation reasonable rejection 
responsible reversible selection sensible valuable washable 
Return to Text 
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Sample 8-8: Long List on Two Braille Pages 





a lot conscious excited let’s stationery until 
again Dad's favorite maybe stopped upon 
always decided finally Mom that’s usually 
and definitely friend off their want 
another didn’t friends one then we're 
beautiful different further our there went 
because discrete getting outside there’s were 
before doesn’t Halloween piece they when 
believe don’t happened principle they're where 
buy elude heard probably thought which 
caught especially I’m really through whole 
character everybody into said to you're 
Christmas everyone it’s school too your 
clothes everything knew something tried 
complement except know sometimes TV 
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(Return to Text) 


—New Braille Page— 
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Sample 8-9: Simple Nested List 


Apple Inc. 

1 Infinite Loop 

Cupertino,CA95014 
Microsoft Corporation 

One Microsoft Way 

Redmond, WA 98052-6399 
Sun Microsystems 

4150 Network Circle 

Santa Clara,CA95054 


15 . ufan Nauis Yécfis serch cers apts suo ape Sheds diade nade Go be Marade Tece, tee sen Oinslee ANlae tilBie RIGS WBA, aRith GPestyaduiin- ces wer Sy aR abnetaane pee. false Genes feces eae, Wal Mah sean. ates. sess 


(Return to Text) 
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Sample 8-10: Nested L 


Pay attention to the following features as you write your essay: 


Well-focused main points; 
Clear organization; 
Specific development of your ideas; 


ist 


Control ofsentence structure, punctuation, grammar, word choice, and spelling. 
Your essay shouldbe long enough to develop the topic adequately. 





(Return to Text) 
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Size 
Small 
Medium 
Large 


Birding Basics 


Shape 

Body shape 

Bill shape 

Head and neck shape 


Sample 8-11: Columned Nested List Changed to Vertical List 


Behavior 
Foraging 
Flight 

Perching 


Legs and tail shape Nesting 
Vocal 


(Return to Text) 
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Sample 8-12: Bulleted List 


Health Plan Tiers 

Primary Care Physician Office Visit 
Specialist Office Visit 

Inpatient Hospital Care 
Outpatient Surgery 

Emergency Room 


(Return to Text) 
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Sample 8-13: Nested List with Bulleted Subentries 
2. Pay attention to the following features: 


1. Read all instructions before beginnin 
V 


the wording ofthe text 
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Sample 8-14: Bulleted Nested List 
Beverage Options 
e Coffee 
e Tea 
o Blacktea 
o Green tea 
e Milk 


(Return to Text) 
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Sample 8-15: Two Distinct Bullets in a Simple List 
FOCUS QUESTIONS 


e Where did the Neolithic agricultural revolution occur, and how did it affect 
the lives of men and women? 

e What are the characteristics of civilization, and what are some explanations 
for why early civilizations emerged? 

e How did geography contribute to the civilizations that arose in 
Mesopotamia and Egypt? 

@ In what ways were the civilizations of Mesopotamia and Egypt alike? In 
what ways were they different? 


(Return to Text) 
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Sample 8-16: Outline 


I. Background of 1893 Columbian Exposition 
A. Continued tradition ofbig fairs 
1. Previous world's fairs 
a. London and the Crystal Palace, 1851 
b. Philadelphia, 1876 
2. Chicago fair to be larger than earlier fairs 
B. Emphasized cultural achievements 
1. Planners D. H. Burnham andF. L. Olmsted 
2. Nation's top artists, inventors, industrialists 
Il. Background of George W. G. Ferris 
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(Return to Text) 
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Sample 8-17: Annotated List 


Room 257 


Located on the fourth floor of the Taylor Hall on the Lower Campus 
Classroom with 25 desks, blackboard, projector, screen, and internet 


connection. 
Room 456 


Located on the second floor of Brown Hall on the Middle Campus 
Lecture hall with 100 seats, podium, microphone, projector, screen, and 


internet connection 


(Return to Text) 
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Section 9 
Displayed Material, 
Attributions, and Source Information 


PUN AAI AS sei cies aches eed easiness ecient dnte See aces 9-1 
Format for Displayed Material ..............ccccceesceeeseeeeeeeeseeeeseeenseeeeasensaees 9-2 
EDIQGADMNS iccucuedsnuusuedsutuceadwnte saws hued came late time eae awe Gad i a eee ees 9-5 
ASIP MOUUIONS ss icace tice caassirsan cine eats ces ranscax neascdepniertenendctcens nceneensneancen nenene 9-6 
Source Citations and Permission tO COPy ......:ccscceeeeeeseeeeeeeeeneeeaeeenaeneaas 9-6 
Cross-References and Incidental Notes............ccccsseeseeeeseeeneeeeseeenseeenaes 9-7 
Correspondence and Diary Entries .............ccccsceceeceeseeeeseeeesseeeeeenseeenaes 9-9 
ein A GS Sr cees tecnecesenearmncemaessenteaaassnaut ee acmee acgoncesecnsnceserananesmcnoenese ae: 9-10 
Fundamentals 


Displayed material appears within the flow of regular text 
and is set off from the body of the text by blank lines, 
change of margins, or emphasis. Pu// quotes are material 
restated from the body of the text. These are typically larger 
and use a distinctive font attribute. They are not repeated in 
braille. 


Example 9-1: Displayed Material (Print Only) 


_ Notice the simple nouns Singer uses to describe Berl 
and Berlcha’s home in “The Son from America.” 


The hut consisted of one room, which contained 
all their belongings: the table, the shelf for meat, 
the shelf for milk foods, the two beds, and the 
clay oven. 








| You may recall that a noun is a word that refers to a 
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Example 9-2: Pull Quote (Print Only) 








black man’s heritage. Up and down the district _ to lunch, and they told the story all over again, 
people were telling anecdotes, reminding each for the hundredth time. Little Teddy was there 
other of things that had happened to them. too, his blue eyes sparkling with health, to 
“But I saw it myself, I tell you. It was a puff- _ prove the truth of it. The scientist explained 
adder bite. The kaffir’s* arm was swollen to the how humanity might benefit if this new drug 
elbow, like a great shiny black bladder. He was could be offered for sale; and the Farquars were 
fi even more pleased: they were kind, simple 
people, who liked to think of something good 











The scientist explained coming about because of them. But when the 
how humanity might benefit scientist began talking of the money that might 
: > result, their manner showed discomfort. Their 
if this new drug feelings over the miracle (that was how they 
could be offered for sale. thought of it) were so strong and deep and 
religious, that it was distasteful to them to 
PCRS SL SRS NSS oN think of money. The scientist, seeing their faces, 
went back to his first point, which was the 
__ groggy after a half a minute. He was dying. advancement of humanity. He was perhaps a_ 











For formatting purposes, lists, boxed material, and tables 
are not considered displayed material. Exception: Lists 
within displayed material are part of that displayed material 
and must use adjusted margins. (See Formats, §7, Boxed 
Material; §8, Lists; and §11, Tables and Related Columns.) 


Note: Text displayed in the margin is considered a sidebar. 
(See Formats, 812, Sidebars.) 


A Braille Reader’s Perspective. When doing a finger scan 
down the left margin, remember that the blank lines before 
and after the text signal to the reader that the material is 
set apart from the surrounding text. 


Format for Displayed Material 


Transcription of displayed material needs to maintain the 
difference shown in print between the regular text and the 
displayed text. 


The adjusted margin is 2 cells to the right of the runover 
position for the material that precedes displayed matter. Use 
cell 3 as the adjusted left margin for most displayed 
material. To accommodate various print formats, it may be 
necessary to change this left margin for some types of 
displayed material, e.g., displayed material within a nested 
list that has margins 1-7, 3-7, 5-7 would begin in cell 9. The 
goal is to provide clarity and readability while reinforcing the 
distinction from the surrounding text. 
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a. Insert a blank line before and after displayed material. 

b. Do not insert blank lines between individual items in 
displayed material unless required by other formats, e.g., 
between a heading and a paragraph. 

c. Headings. Cell-5 and cell-7 headings within displayed 
material are based on the adjusted left margin. 
Consequently the margins for cell-5 headings are blocked 
in 7-7, and cell-7 headings are blocked in 9-9. Centered 
headings remain based on the non-adjusted left margin, 
i.e., the full width of the line. However, there must be at 
least three blank cells between the adjusted left margin 
and the centered heading. 

d. Blocked paragraphs are blocked at the adjusted left 
margin; indented paragraphs begin 2 cells to the right of 
the adjusted left margin. 

e. Multiple displayed sentences are treated as a list 
beginning at the adjusted left margin; e.g., if the 
adjusted left margin is 5, displayed sentences would be 
placed with margins 5-7. 


Example 9-3: Displayed Single Sentence 





In the third person, the correct form is doesn t, whether the subject is 
singular or plural. 


Cathy (doesn’t, don’t) like movies with sad endings. 


The correct form is doesn t: Cathy doesn tlike movies with sad endings. 
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9.2.3 


9.2.4 


Example 9-4: Displayed Multiple Sentences 





Respectively and Respectfully 
Respectively means “separately” or “individually”; respectfully means 
“full of respect” 
The participants in the debate were St. Lawrence High School and 
Delphi High School, respectively. 
The students respectfully stated their arguments. 











f. Displayed material may be relocated to the end of a 
paragraph when it interferes with the flow of text. If the 
page has no paragraph breaks, the displayed material 
may be placed at the end of a sentence. 


(See Sample 9-1: Displayed Quote on page 9-12.) 


Font Attributes in Displayed Material 


a. Retain font attributes when individual words or phrases 
are emphasized. Follow print for emphasis used. 

b. Omit font attributes when the entire section of displayed 
material is emphasized. 


(See Sample 9-2: Italicized Displayed Verse on page 9-13.) 


Format for Displayed Short Word Lists. Horizontal word 
lists across the print page must fit on a single braille line, 
with each word separated by a blank cell. (See UEB, 
§3.23.1, Space.) Present phrases vertically. The first word 
begins at the adjusted left margin. 
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9.2.5 


9.3 
9,3.1 


Example 9-5: Displayed Horizontal Word List 





Suppose you are asked to arrange the following words into a sentence. 
sank submarine Tuesday 


There is more than one sentence that can be made from these words. 











Format for Displayed Long Word Lists 


a. Change word lists that do not fit on a single braille line to 
columns, listing the words from left to right. 

b. Leave two blank cells between the end of one column and 
the beginning of the next column. 

c. Do not use guide dots between unrelated columns. (See 
Formats, §11, Tables and Related Columns. ) 

d. Transcribe word lists that contain phrases vertically, with 
each phrase beginning in cell 1. 


(See Sample 9-3: Displayed Word List in Columns on page 
9-14 and Sample 9-4: Displayed Vertical List on page 9-15.) 


Epigraphs 

An epigraph is a short introduction, often a quotation, at the 
beginning of a poem, short story, book chapter, or other 
piece of literature. The epigraph introduces or refers to the 
larger themes of the piece. 


a. Epigraphs at the beginning of the body matter are text 

pages, not front matter. 

b. Transcribe epigraphs according to their formats, i.e., a 
poem in poetry format, 3-1 margins for indented 
paragraphs, etc. 

Do not treat epigraphs as displayed material. 
. Insert a blank line before and after an epigraph. 


ao 
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9.4 
9.4.1 


9.5 
i eo ral 


eee 


e. Omit font attributes unless needed for distinction. 
(See Sample 9-5: Epigraph on page 9-16.) 


Attributions 


An attribution is the identification of the source or author of 
material, and often appears after the completion of the 
quote, poem, story, etc. When an attribution follows text: 


a. Do not start the attribution on a new braille page. If 
necessary, carry the last line of text, followed by the 
attribution, to a new braille page. 

b. Block attributions in the fifth cell to the right of the 
beginning of the previous line. 

c. Retain font attributes for titles or other text requiring 
distinction. 

d. Always leave a blank line following an attribution. 


(See Sample 9-6: Attribution on page 9-17.) 


Source Citations and Permission to Copy 


Source citations provide information about the origin of the 
material. They appear in a number of locations on the print 
page, e.g., at the bottom of the page, after a table or chart, 
etc. 


a. Source citations are inserted at the most appropriate 
location. 

b. Block a source citation in the fifth cell to the right of the 
beginning of the previous line. At least one line of the 
source citation must be on the same page as the material 
to which it applies. Exception: See Formats, §6.2.2c, 
Format, for source citations on illustrations. 

c. Do not insert a blank line before a source citation or 
permission to copy. 

d. Always leave a blank line following a source citation or 
permission to copy notice. 


Headings. Do not insert a blank line between a heading and 
a source citation. 
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9.5.3 


2.4 


95.5 


9.6 


Example 9-6: Source Citation to a Heading 











Transcript of Gettysburg Address (1863) 
Executive Mansion, mh 


rrreie cou 





Abraham Lincoln, Draft of the Gettysburg Address: Nicolay Copy. Transcribed and annotated by the Lincoln Studies 
Center, Knox College, Galesburg, Illinois. Available at Abraham Lincoln Papers at the Library of Congress, Manuscript 
Division (Washington, D.C.: American Memory Project, [2000-02]), http://memory.loc.gov/ammenvalhtmlmalhome. html. 




















Tables/Charts. Insert the source citation on the next line 
after the completion of the table. Follow print if the source is 
after the bottom box line. Do not insert a blank line between 
the bottom box line and source information. (See Formats, 
§11, Tables and Related Columns, for examples. ) 


Images. Place any associated source citation or copyright 
information appearing with an image in a new 7-5 paragraph 
following the caption. Follow print for wording and sequence 
of information. (See Sample 9-7: Source Citation to an 
Image on page 9-18.) 


Permission to Copy. Permission notes frequently appear at 
the bottom of the print page, but may be found elsewhere 
on the page. In braille, place the note on the line following 
the title/heading. Block the note in the fifth cell to the right 
of the beginning of the previous line. (Gee Sample 9-8: 


Copyright Information with Permission to Use on page 
9-19.) 


Cross-References and Incidental Notes 


Cross-reference: Cross-references direct the reader to 
another location in the same book. 
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9.6.1 


Incidental note: An incidental note directs the reader to 
another source, e€.g., an accompanying handbook, a website, 


etc. 


These notes are formatted in the same way. 


a. Do not use a reference mark. 


b. Ignore font attributes except when they are necessary for 


distinction. 


c. A blank line precedes and follows the note to avoid the 
impression that it is “attached” to the previous or 


following paragraphs. 


d. When the note includes a heading, do not insert a blank 
line between the heading and the note. Use 7-7 margins 
for the heading. Transcribe the note on the next line 


using 5-5 margins. 


e. Use 7-5 margins for a note without a heading. 
f. Insert the notes at the most appropriate location on the 


page. 


Example 9-7: Cross-Reference 





Publishing and Presenting 


teacher or librarisn for suggestions. 








Publishina print medium. Submit your narrative toa school news- 
paper or national magazine that publishes student writing. Consultyour 


1D spesting connection 


For instruction about 
natreteve presentations 
tee the Listening and 
Speaking Workshop on 














page 120 
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Example 9-8: Incidental Note 





Learn from Biographies 

Why do you think Pericles thought it was so Sug 
important to beautify and rebuild Athens after ot 4 ee 
the destruction caused by war? ae 


For more information, go online to Meet 


the People at www.sfsocialstudies.com. 














Correspondence and Diary Entries 


Correspondence and diary entries are formatted according to 
their placement/format in print. 


a. The format for dates and/or other letter components at 
the beginning of the letter is dependent on surrounding 
headings and texts. The transcriber needs to determine 
the best format in these situations, e.g., diary dates 
begin in cell 1 or are formatted using a cell-5 or cell-7 
heading. 

b. When signatures and any accompanying closing appear 
at a position beyond the left margin in print, move them 
to the attribution position, blocked in the fifth cell to the 
right of the beginning of the previous line. 

c. Use the script font to indicate a script signature. 


(See Sample 9-9: Displayed Letter on page 9-20 and 
Sample 9-10: Letters with Signatures as Attributions on 
page 9-21.) 


Instructional Correspondence. Letters intended to teach 
proper print format should be followed for spacing, 
indentions, and font attributes. This includes the spacing 
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positions of headings, closings, the body of the letter, etc. 
Insert a blank line before and after the letter if it is not 
enclosed in a box. These types of letters are not considered 
displayed material and use the entire width of the braille 
line. (See Sample 9-11: Sample Letter for Instructional 
Purposes on page 9-22.) 


Samples 


Sample 9-1: Displayed Quote, page 9-12 

Sample 9-2: Italicized Displayed Verse, page 9-13 

Sample 9-3: Displayed Word List in Columns, page 9-14 

Sample 9-4: Displayed Vertical List, page 9-15 

Sample 9-5: Epigraph, page 9-16 

Sample 9-6: Attribution, page 9-17 

Sample 9-7: Source Citation to an Image, page 9-18 

Sample 9-8: Copyright Information with Permission to Use, 
page 9-19 

Sample 9-9: Displayed Letter, page 9-20 

Sample 9-10: Letters with Signatures as Attributions, page 
9-21 

Sample 9-11: Sample Letter for Instructional Purposes, page 
9-22 





9-10 Section 9 
Displayed Material, Attributions, Sources 





Section 9 
Displayed Material, Attributions, Sources 


Sample 9-1: Displayed Quote 


Soviet premier Joseph Stalin was more ofa mystery. Churchill 
and Roosevelt agreed that 


defeating Hitler should be the first military priority, but 


“THE QUALITY OF HIS BEING 
ONE WITH THE PEOPLE ... MADE 
IT POSSIBLE FOR HIM TO BEA 
LEADER WITHOUT EVER 
BEING, OR THINKING OF 
BEING, A DICTATOR.” 


—Labor Secretary Frances Perkins— 


repeated delays in operating a second front on the European 
continent meant that for most ofthe war, the Soviet Union bore 
the brunt of the land battle against Germany. Stalin's mistrust 

and bitterness over American and British intentions, evident 
during the last Big Three summit held at Yalta on the Black Sea 
in February 1945, carried over into the Cold War that followed. 


With the President’s attention focused on military matters, 
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Return to Text 
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Sample 9-2: Italicized Displayed Verse 


Many upper-class people from Judah were sent to Babylonia in exile, the 
memory of which is still evoked in the stirring words of Psalm 137: 


By the rivers of Babylon, we sat and wept when we remembered Zion ... 
How can we sing the songs of the Lord while in a foreign land? 
IfI forgot you, O Jerusalem, may my right hand forget its skill. 


May my tongue cling to the roof of my mouth if I do notremember you, if I do 


not consider Jerusalem my highest joy. 


But the Babylonian captivity of the people of Judah did not last. 


(Return to Text) 
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Sample 9-3: Displayed Word List in Columns 
Write a word that means the same as the underlined word in the sentence. 
mailbox nearby into sometimes sunrise anything 


1. Carmen and I will wake up to go fishing before dawn. 
2. The bus driver asked, “Is there a gas station around?” 
3. The campers went inside the tent. 


Oo Oo N OD 


(Return to Text) 
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Sample 9-4: Displayed Vertical List 


How are you at comparing things for different sizes? Read the words. Under which 
heading would you write each word? 


house skyscraper airplane hot-airballoon rubberraft bear 


Big Bigger Biggest 


(Return to Text) 
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Sample 9-5: Epigraph 








(Return to Text) 


Eight Brief Tales of Lovers 


ALPHEUS AND ARETHUSA 


157 


This story is told in full only by Ovid. There is nothing note- 
worthy in his treatment of it. The verse at the end is taken 
JSrom the Alexandrian poet Moschus. 


In Ortygia, an island which formed part of Syracuse, the 
greatest city of Sicily, there is a sacred spring called Are- 
thusa. Once, however, Arethusa was not water or even 
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Sample 9-6: Attribution 














The Constitutional Issue 
In reviewing the case the Court said: 


“its resolution is a matter of national concern, 
requiring sensitivity both to the Govern- 
ments rightto protect itself from unlawful 
subversion and attack and fo the citizen's 
rightto be secure in his privacy against 
unreasonable governmentintrusion.” 

—Justice Lewis F. Powell, Jr, 1972 





The government argued that such surveillance 
was a reasonable exercise of the president's power 


Un ie tee te eC ame ete ea oe ee ae ace ee ee er eee ere 


(Return to Text) 
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Other Sources of Power 


S02. 
a ot 


K/l\J si c/ i 


Locomotives (see the Norris above) or horses pulled Allegheny Portage Railroad National Historic Site 
cars on the levels between inclines. The long level is one of more than 380 parks in the National Park 





between incline Number 10 and Hollidaysburg was System. The National Park Service cares for these 
steep enough to allow cars to dexend by gravity, special places so that all may experience our her- 
with a locomotive used only to control speed. itage. To learn more visit www.nps.gov. 
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Sample 9-8: Copyright Information with Permission to Use 








690 


Katharine Lee Bates 


¢c America, the “Beautiful 


MATERNA 
Samuel A. Ward 
Descant by Fred Bock 








© Copyright 1976 by Fred Bock Music Company. All rights reserved. Used by permission. 
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Mary Forbes was pleased at the Queen's choice of 
homes for Sarah and wrote to Mrs. Schoen. 


Dear Mrs. Schoen, 

Iam charmed to hear you are to train up the little 
Princess. lam sure you will take care and not let her 
be made a show of, which makes girls so conceited It 
will be very spoiling for her if the Queen takes too 
much notice of her. 


Mary Forbes 


The adults around Sarah understood what the special 
relationship between the young black girl and the Queen 
meant. Mrs. Forbes was worried that Sarah might 


1g ieteiss 


(Return to Text) 
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Sample 9-10: Letters with Signatures as Attributions 


Emperor William I to Tsar Nicholas Hf, July 28, 10:45 P.M. 
I have heard with the greatest anxiety of the impression which is 
caused by the action of Austria-Hungary against Servia [Serbia]. 
The inscrupulous agitation which has been going on for years in 
Servia, has led to the revolting crime of which Archduke Franz 
Ferdinand has become a victim. The spirit which made the 
Servians murder their own King and his consort still dominates 


that country. Doubtless You will agree with me that both of us. 
You as well as I, and all other sovereigns. have a common interest 
to insist that all those who are responsible for this horrible murder 


shall suffer their deserved punishment. . . . 


Your most sincere and devoted friend and cousin 


Tsar Nicholas I to Emperor William I, July 29, 1:00 P.M. 
Iam glad that you are back in Germany. In this serious moment I 


(Signed) 
Withelm 


ask You eamestly to help me. An ignominious war has been 
declared against a weak country and in Russia the indignation 
which I full share is tremendous. I fear that very soon I shall be 


unable to resist the pressure exercised upon me and that I shall be 


forced to take measures which will lead to war. To prevent a 
calamity as a European war would be, I urge You in thename of 


our old friendship to do all in Your power to restrain Your ally 


from going too far. 





(Signed) 
Nicolas 
(Return to Text) 
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Sample 9-11: Sample Letter for Instructional Purposes 


A sample business letter is presented below. Note the parts of the letter include the 
1) heading (return address) and date; 2) inside address; 3) greeting; 4) body: 5) close: 
6) signature and identification. 


Jane Doe 

1234 State Street 

Any Town, State 11111 
July 8, 2010 


Steve Smith 

CEO 

Smith Distributors 
6522 Fifth Avenue 
Any Town, State 11111 


Dear Mr. Smith: 


Your inability to complete our order, reference number AC0965, placed on February 
22,2010, has left us with no choice but to cancel the entire order. We regret we cannot 
extend our deadline any further. 


Sincerely, 


Yaue Doe 


Jane Doe 
Purchasing Manager 
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10.1 


Section 10 
Exercise Material 
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Fundamentals 


10.1.1 An exercise set may include headings, directions, examples, 


questions, and answer choices. Each exercise set is 
formatted individually. 


10.1.2 This section contains general provisions for transcribing 


exercise material found in textbooks, workbooks, 
handbooks, etc. There is a wide variety of print formats and 
it is not possible to discuss all of them. The transcriber 
needs to determine the best format for each situation. 


10.1.3 Omit information repeated on each page, e.g., name, date, 


publisher and/or copyright information. Exception: Name 
and date may be retained in expendable material. Directives 
for use by the teacher or parent, etc., are omitted unless 
their inclusion is required by the requesting agency. 


10.1.4 When transcribing expendable material, these guidelines 


should be followed as closely as possible. Accommodations 
may be requested by the agency and/or teacher. 


10.1.5 Notify the requesting agency when content is unsuitable for 


braille production, e.g., a workbook that is primarily 
illustrations. 
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10.1.6 


10.1.7 


10.1.8 


10.2 
10.2.1 


10.2.2 


General Format 


a. Follow print for sequence, punctuation, and capitalization 
of all arabic numerals, roman numerals, and letters in 
exercise material. 

b. Do not change the wording for directions or exercise 
material. 


When possible, keep all answer choices on the same braille 
page as the question(s) they accompany. 


a. Question and answer choices should appear on a single 
page whenever space permits, regardless of the amount 
of blank space resulting on a page. 

b. When question and answer choices are too long to fit on 
a single page, all answer choices should appear together 
on one page whenever space permits. 

c. When answer choices are too long to fit on a single page, 
do not split an answer choice between pages. 

d. When questions and answers are divided in interpoint 
production, it is up to each agency to decide if questions 
and answer choices should be shown on facing pages or 
not. 

e. Exercise material in higher grades may have answer 
choices requiring additional pages. It is necessary to 
determine the best location for each page break if an 
answer choice is longer than a single page. 


A Braille Reader’s Perspective. It is important to keep the 
format consistent throughout the exercise material. The 
reader uses the format as a guide to understanding the 
layout of the exercises being presented. 


Blank Lines 


Each exercise set, with accompanying directions or 
headings, is preceded and followed by a blank line. Begin 
directions on line 1 if no running head is used. Directions 
begin on line 3 when a running head is used. 


Insert a blank line between a page change indicator and the 
directions to, or the beginning of, exercise material. 
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10.3 
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Example 10-1: Blank Line After Page Change Indicator 





59. Where (do, does) the box of staples belong? 
—New Print Page— 
-63- 
List each word used as an adjective or an adverb. Then write the word 
or words that it modifies. Do not include articles. 


60. Mrs. Chan just spent two interesting weeks in Kenya. 
61. Kenyais a scenic African nation on the Equator. 











Do not leave a blank line between directions and exercise 
material unless it is required by other formats, e.g., 
displayed word lists/options on a single line or in columns, 
examples/models, paragraphs, etc. 


Directions 

When directions are followed by specific question/answer 
types of material (e.g., matching, multiple choice, true/false, 
etc.) it is preferable for an entire exercise set—directions 
and corresponding activities—to be on a single page. When 
that is not feasible, observe the following order of 
preference: 


a. Place the directions and at least one question (and its 
corresponding answer choices) on the same page. 

b. Place the question and its corresponding answer choices 
together on the same page and the directions on the 
previous page. 

c. Place all answer choices for a given question together on 
the same page. If all answer choices will not fit on one 
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10.3.2 


10.3.3 


page, do not divide a single answer choice between 
braille pages. 


Use 5-5 margins for unnumbered or unlettered directions. 
Use 7-5 margins for additional paragraphs. 


Example 10-2: Directions with Three Paragraphs 





Write each sentence. 

Draw one line under the adjective. 

Draw two lines under the noun it describes. 
1. The chalkboardis green. 
2. Sometimes the erasers are dusty. 
3. Our chalk is new. 








Transcribe numbered or lettered directions in a nested list 


format. Begin additional paragraphs two cells to the right of 
the runover position. 


Example 10-3: Lettered Directions with Two Paragraphs 
















A. Use each of the following words in a complete sentence. 


Use adjectives to describe what each dwelling looks like. 
1. house 
2. farm 
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10.3.4 Assignments or Activities. Follow print format for 
instructions without specific question/answer activities. 
Paragraphs may be indented (3-1) or blocked (1-1). 


Example 10-4: Paragraph Instructions 





On the way home, count the number of different types of trees you see. 











10.4 Exercise Questions 
10.4.1 Use 1-3 margins for an exercise set that has no subentries. 


Example 10-5: Main Entries Only 





Write the verbs in each sentence below. 
1 He ran a very fast race, but did not do well swimming. 
2 Mom cooked dinner for my friends. 








10.4.2 Exercise Questions with Answer Choices 


a. Treat an exercise set with subentries as a nested list. 

b. The main entry begins in cell 1. Each subentry level 
begins two cells to the right of the previous level. All 
runovers begin two cells to the right of the farthest 
indented subentry. 


Two levels: 1-5, 3-5 

Three levels: 1-7, 3-7, 5-7 
Four levels: 1-9, 3-9, 5-9, 7-9 
etc. 
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10.4.3 


Example 10-6: Question and Answer Choices 








1. Which occurs during the lytic cycle ofa viral infection? 
A. The host cell becomes a factory that continually makes more copies 
ofthe virus. 
B. The host cell undergoes cell division that makes more copies of the 
virus. 














Each new exercise set determines the indention pattern for 
the associated material. Note: A review section may 
continue the question numbers from one exercise set to the 
next, throughout the entire section. In some situations the 
transcriber may choose to be consistent for the entire review 
section and format all questions/answers as a nested list if 
any of the questions have subentries. 


Example 10-7: Nested List Used for Exercise Set 


1. How does Earth’s tilt on its axis cause seasons to change in different 
parts of the world? 
2. During a solstice 
a. one of Earth’s poles is tilted toward the Sun 
b. neither pole is tilted toward the Sun 
c. spring begins in the Northern Hemisphere 
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List all answer choices vertically and begin each in the same 
cell. 


a. Preserve print alphabetic or numeric order, whether 
horizontal or vertical. (See Sample 10-1: All Answer 
Choices Begin in the Same Cell on page 10-20.) 


Example 10-8: All Answer Choices are Vertical 





24. What could explain a human karyotype showing 47 chromosomes? 
A. monosomy C. codominance 
B. trisomy D. dominant traits 











b. It is necessary to make a judgment call when answer 
choices are unnumbered/unlettered, and there is no 
discernible order. Be consistent once it has been decided 
to list items in horizontal or vertical order. (See Sample 
10-2: Answer Choices without Discernible Order on page 
10-21.) 


Write-on-Lines Before or After Questions 

Omit lines, dashes, circles, boxes, or other print devices 
printed before or after questions, indicating where students 
are to answer questions. 
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Example 10-9: Omit Write-on-Lines Before Questions 














6. Every congressional term is divided into 
a. four sessions per year. 
b. twelve months. 
c. two one-year sessions. 
___ 7. Turnover among members of Congress is usually 
Ln igh, nn Pw 








Example 10-10: Omit Write-on-Lines After Questions 





A Song for Sailors 
Follow your teacher’s instructions to answer the following questions 


about “The Lorelei.” 
1. Who were the characters? 
2. What was the setting? 














Print may use unnumbered/unlettered print lines, boxes, 
etc., to indicate the number of expected answers. When this 
number is not referenced in the text, insert the number of 
expected answers in an embedded transcriber’s note 


following the question. 
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Example 10-11: Embedded Transcriber’s Note with Number of Answers 





1. List the continents. 











Numbered or lettered answer lines may be retained, or 
transcribed as an embedded transcriber’s note. Sample: 


Answers a-e. 


Example 10-12: Lettered List Retained 





1. List the Great Lakes 











Write-on-Lines within Sentences 


An underscore represents a low line in print that indicates 
omission of a word or a blank to be filled in. Follow print for 
other symbols used to show omissions or blanks to be filled 
in. If print uses empty space to show an omission, substitute 
three dot 5s and insert a transcriber’s note explaining the 
change from print. 
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Punctuation is unspaced from the underscore or other 
symbols. 


Example 10-13: Various Symbols Used to Indicate Missing Words 





Vanilla ---- is my favorite dessert. 
Today is _.. 

Itis o'clock. 

My favorite color is J. 








Follow print for each write-on-line representing a word 
(underscore, dash, etc.). 


Example 10-14: Multiple Write-on-Line Words 


Now is the men to come to the aid of their 
country. 





Follow print for punctuation and location of answer cues. 


Insert a space between the symbol used for answer blanks 
and answer numbers or cues. 


Example 10-15: Follow Print for Answer Cues in Parentheses 











What is (to go) on right now? (going) 











Follow print for answer cues that appear on the write-on- 
line. 
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Example 10-16: Answer Cue on Write-on-Line 





What is (to go) on right now? 











Insert the symbol for answer blanks before answer cues 
written above or below the write-on-line. 


Example 10-17: Answer Cue Above Write-on-Line 





(to go) 
What is on right now? 











Example 10-18: Answer Cue Below Write-on-Line 





Whatis on right now? 
(to go) 








When a word or phrase without enclosure symbols is shown 
above or below a printed line to indicate an insertion is to be 
made, use an underscore or dash followed by the word or 
phrase with enclosure symbols. Insert a transcriber’s note to 
explain this usage. Sample: 


The words below the sentences are placed in parentheses 
after the underscore. 


Example 10-19: Answer Cue Below Write-on-line 





The shop beautiful kites. 
sell 
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Numbered or Lettered Answer Cues within Questions 
Follow print when only the answer number placed in symbols 
of enclosure is shown. 


Example 10-20: Numbered Answer Cue in Parentheses 





What is (4) on right now? 











Answer Cues with Question Marks. Follow print when a 
question mark is shown standing alone representing a write- 
on-line. When print uses both a question mark and a low line 
or dash, ignore the question mark and use the underscore or 
dash. Insert a transcriber’s note explaining this usage. 
Sample: 


Print shows a question mark over an underscore. In braille, the 
question mark is omitted. 


Example 10-21: Freestanding Question Mark (See UEB, §5.2.1, 
Grade 1 Symbol Indicator) 





What is ? right now? 











Example 10-22: Question Mark Above Line 





Whatis__?__ rightnow? 











Words or Sentences with Regular or Superscript 
Numbers or Letters 


a. Follow print for placement and punctuation used with a 
number/letter answer cue within an exercise. 
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Example 10-23: Numbered Answer Cue Before Underscore 








What is (4) on right now? 








Example 10-24: Numbered Answer Cue After Underscore 








What is (4) on right now? 








b. Do not divide answer numbers/letters and the 
corresponding underscore or dash to which they apply 
between braille lines. 

c. Identifiers may appear raised from the baseline in print. 
Ignore this raised position in braille. Note: This does not 
apply to reference indicators. (See Formats, §16.2.2, 
Reference Marks.) 


Example 10-25: Raised Identifiers in Exercise Material 





He was born in the year '- in the state of 2 . He grew up in 
3. . Before moving to Texas, his family + but >- 











Partial Words with Blank Spaces 


a. Use contractions in a word that has missing letters 
represented by an underscore or hyphens. 
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Example 10-26: Partial Words 








Select the correct prefix in each phrase. 







extra hemi over under 


Lk: castsky 
2. southern sphere 
3 urcicularsparts ey 














b. Follow print when the underscore is part of a compound 
hyphenated word. 


Example 10-27: Compound Hyphenated Write-on-Lines 





Driving ona - highway makes me nervous. 











Displayed Text in Exercise Material 

The adjusted left margin (2 cells to the right of the runover 
position) for displayed text in exercise material is based on 
the material to which it applies. 


For further information on displayed material see Formats, 
§9, Displayed Material, Attributions, and Source Information. 


(See Sample 10-3: Displayed Paragraph on page 10-22 and 
Sample 10-4: Displayed Poem on page 10-23.) 


Word List for Multiple Questions 


a. Treat a word list for multiple questions as a list or multi- 
columned list, beginning in cell 1. 
b. Insert a blank line before and after the word list. 
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10.8.6 
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c. Follow print if the word list is in columns. Do not use 


guide dots. (See Sample 10-5: Word List for Multiple 
Questions on page 10-24.) 
d. Follow print if the word list is in alphabetical order. 


e. Regardless of print location, place the word list before the 
first question. 

f. When answer choices are in a box, insert a blank line 
before and after the box. 


(See Sample 10-6: Word List Moved on page 10-25.) 


Exercise Examples, Sample Questions with Answers 
Retain emphasis for labels identifying examples, models, 
samples of questions with answers, etc., when the label js 
not followed by punctuation. 


Do not retain emphasis for labels identifying examples, 
models, samples of questions with answers, etc., when the 
label is followed by punctuation. (See Sample 10-9 provided 
in Formats, §10.8.6.) 


A blank line is required before and after exercise examples. 


Format exercise examples in the same manner as the 
following questions/answers. (See Sample 10-7: Exercise 
Example with Bold Labels on page 10-26.) 

When a label is followed by a numbered item on the same 
line, move the numbered item to the next line so all 
numbered items begin in the same cell. Keep the label in cell 
1. (See Sample 10-8: Numbered Sentences Begin in Same 
Cell on page 10-27.) 

When a label is followed by more than one sentence, each 
sentence begins in cell 1. (See Sample 10-9: Sentences 
Begin in Same Cell on page 10-28.) 


Text with Numbers Above or Below the Sentence, 
Word, or Phrase 


a. When a number or letter is printed above or below a 
sentence, place it before the sentence to which it applies. 
b. Follow print for emphasis in the sentence(s). 
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10.9 
10.9.1 


10.9.2 


Example 10-28: Number Above Sentence 








1 


In the drama. The Phantom Tollbooth, Milo is bored. Heis a restless boy 
who is never satisfied with what he has. 





Matching 


Matching Narrow Columns. Columns of matching items 
are not treated as displayed material. 


d. 


b. 


Insert a blank line between the directions and the 
columns. Begin the first column in cell 1. 

Follow print if columns can fit across the width of the line 
without any runovers. 

Leave two blank cells between the end of the longest 
item in the first column and the left-hand margin of the 
second column. 


. Do not use guide dots to fill out the first column. 


Follow the guidelines in Formats, §11, Tables and Related 
Columns for column headings and separation lines when 
matching columns have headings. 


(See Sample 10-10: Matching Narrow Columns on page 
10-29.) 


Matching Wide Columns 


d. 


b. 


C. 


d. 


If the columns are too wide to fit side by side across the 
width of the page, change the columns to list format with 
each list beginning in cell 1. 

Treat column headings that precede each list as cell-5 
headings. When there are no print headings, insert a 
heading, enclosed in transcriber’s note indicators, using 
terms suggested in the directions. 

Place all columns on the same braille page whenever 
possible. 

Do not divide a list between braille pages. 
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10.10 
10.10.1 


10.11 
10.11.1 


e. Use facing pages in interpoint transcriptions when all of 
the lists do not fit on a single page. 


(See Sample 10-11: Wide Columns Changed to Lists on 


page 10-30 and Sample 10-12: Headings Added to Matching 
Lists on page 10-31.) 


True/ False Exercises 


Always include print abbreviations or wording, e.g., T/F, 
True/False, etc. Follow print placement. 


Example 10-29: True/ False Abbreviations Before Sentences 





TF 1. Thomas Jefferson was the 1** president of the United States. 
TF 2. Jimmy Carter only served one term as president. 








Example 10-30: True/False after Sentences 








1. Thomas Jefferson was the 1** president ofthe United States. True False 
2. Jimmy Carter only served one term as president. True False 











Note: Ordinal endings on numbers often appear raised from 
the baseline in print. Ordinal endings are not considered 
Superscript. 


Formats for Pictures in Exercise Material 

Many texts use pictures in exercises. An embedded 
transcriber’s note (TN) with a brief description is used in 
material that is partially or totally pictures. 
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Example 10-31: Embedded Picture TN in the Sentence 





The ae flew south for the winter. 





10.11.2 Picture descriptions are not limited to seven or fewer words. 


Example 10-32: Embedded TNs for Answer Choices 
1. Which is a good habit? 

















10.11.33 When a separate portion of an exercise is shown as pictures, 
or as pictures with text, insert the transcriber’s note 
indicator in cell 7 before the word “Pictures.” Place the 
closing transcriber’s note indicator after the last entry. Use 
the appropriate format for the exercise. 


Note: Use this option only when appropriate. Care should be 
taken to avoid giving the answers. (See Sample 10-13: 
Transcriber’s Note for Picture Descriptions on page 10-32.) 
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10.12 Samples 


Sample 10-1: All Answer Choices Begin in the Same Cell, 
page 10-20 

Sample 10-2: Answer Choices without Discernible Order, 
page 10-21 

Sample 10-3: Displayed Paragraph, page 10-22 

Sample 10-4: Displayed Poem, page 10-23 

Sample 10-5: Word List for Multiple Questions, page 10-24 

Sample 10-6: Word List Moved, page 10-25 

Sample 10-7: Exercise Example with Bold Labels, page 
10-26 

Sample 10-8: Numbered Sentences Begin in Same Cell, 
page 10-27 

Sample 10-9: Sentences Begin in Same Cell, page 10-28 

Sample 10-10: Matching Narrow Columns, page 10-29 

Sample 10-11: Wide Columns Changed to Lists, page 10-30 

Sample 10-12: Headings Added to Matching Lists, page 
10-31 


Sample 10-13: Transcriber’s Note for Picture Descriptions, 
page 10-32 
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Sample 10-1: All Answer Choices Begin in the Same Cell 


Applying the Skill 


Identify which statement in each set is a generalization by marking an X in the space 


provided. 


1. a. Thesky is getting dark. 

b. Astorm is coming. 

c. The temperature is dropping. 

a. There are newspapers in the yard. 
b. The house is dark. 

c. The residents are on vacation. 


10. eat elses es ct 


12 


(Return to Text) 
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12 
13 
14 
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Sample 10-2: Answer Choices without Discernible Order 


1. What is the name of the period that followed extensive glaciation in the Precambrian? 


Cambrian Ediacaran 
Precambrian Neogene 
2. Nearly all fossils occur in what kind ofrocks? 
batholithic igneous 
metamorphic sedimentary 


Wii tests 


15 


(Return to Text) 
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Sample 10-3: Displayed Paragraph 


A. Choose the answer that shows the best way to write the italicized part. Write that 
letter. If a part needs no change, write the letter for “Correct as is.” 


Tamara did a good job starring in the school play. She was the lead 
actress. She had to work hard to master the part. 


1 a. Tamara did a good job. Starring in the school play. 
b. Tamara did a good job starring. In the school play. 
c. Tamara did a good job. She was starring in the school play. 
d. Correct as is. 


15 .: : : 


Te ee 


if 2 
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24 
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Sample 10-4: Displayed Poem 
41. Read the stanza from the poem. 


And there will I keep you forever, 
Yes, forever and a day, 

Till the walls shall crumble to ruin, 
And moulder in dust away! 


What does the speaker want to show about his feelings for the children? 


A. He wants the children to leave him alone. 

B. He enjoys playing make-believe games with them. 
C. He will cherish them eternally. 

D. He wants them to stay young always. 
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ee ie ee a 
2 GHNUERRHE BREE H NEG HNHH #E NH fk 

cere a eee a ae ae mah 

Moog ue Ro NEE HOU BE benu BI trape 

Ip SU Ea URS REBHS BEUHH PUESaGRASEn Btitte 
6 gb abitas 

ost kt 4 ND GY SHE Ubbie 
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(Return to Text) 
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Sample 10-5: Word List for Multiple Questions 


Use the words below to fill in the blanks. 


Jefferson 
Carter 


Nixon 
Clinton 


1. Thomas 
2. George 
3. Jimmy 
4. Bill 


(Return to Text) 


Washington 
Lincoln 
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Sample 10-6: Word List Moved 
Write the word that completes each sentence. 


1. Something that you do well is called a 
2. Feeling good about yourself means you have ‘ 





3. The way your body reacts to something new or difficult is called 


self-esteem talent stress 
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(Return to Text) 
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Sample 10-7: Exercise Example with Bold Labels 


Write a pronoun that can be substituted for the italicized word or 


group ofwords. 


Example France was an important center for painters 


Answer It 


1. Women were not accepted as artists until quite recently. 
2. People ignored Mary Cassatt for years, and her work is famous. 


(Return to Text) 
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Sample 10-8: Numbered Sentences Begin in Same Cell 


Mark the capitalization errors in the following sentences. 
EXAMPLE: 1. The president lives in the white house. 


1. the statue of liberty 


Wo SESS P aD to 
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(Return to Text) 
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Sample 10-9: Sentences Begin in Same Cell 


Rewrite the sentences, inserting commas where needed. 


Example: Ms. Ross are the seasons at the South Pole like ours? 
Ms. Ross, are the seasons at the South Pole like ours? 


7. No the seasons in Antarctica are the reverse ofours. 


8. The continent as a matter of fact is like an enormous freezer. 


(Return to Text) 
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Sample 10-10: Matching Narrow Columns 


Match the state and its capital. 


State 
Ohio 
Kentucky 
Florida 
Texas 
Iowa 


(Return to Text) 


Capital 


Des Moines 


Columbus 
Frankfort 
Tallahassee 
Austin 
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Sample 10-11: Wide Columns Changed to Lists 


See if you know what each word below means. Match each wordin 
column 1 with its meaning in column 2. 


1 
1. skimmed 
2. mineral 
3. fuel 


2 
a. any natural substance, such as coal, thatis not a plant or animal 
b. removed floating matter from the surface ofliquid 
c. something that produces energy 


(Return to Text) 
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Sample 10-12: Headings Added to Matching Lists 


Who did what? Before each name below, write the letter of the statement you associate 
with that person. 


1. Prince Henry a. was the first man to sail to the tip of Africa from Europe 
2. Columbus b. was the first man to find a sea route to India 

3. Vasco de Gama c. was an Italian who made great discoveries for Spain 
4.BartholomewDiaz  d.setupaschool for the study of navigation and geography 


PU eee, eee eS eat SE AL. ca SE ee 
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(Return to Text) 
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Sample 10-13: Transcriber’s Note for Picture Descriptions 





Find the picture that best matches 


each food group. 
1. Fat, Oils, and Sweets Group 
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2. Milk, Yogurt and Cheese Group 


3. Vegetable Group 





Return to Text 
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Fundamentals 


11.1.1 A table is an orderly arrangement of data, especially one in 


which the data are arranged in columns and rows in an 
essentially rectangular form. 


Tables are transcribed as they are in print if possible and 
alternate methods are used when that is not possible. Clarity 
for the reader, intended use, and the information contained 
in a table are all considered when selecting an alternative 
table format. 


11.1.2 Spreadsheets. Data-only spreadsheets are considered 


tables and transcribed according to this section. 


11.1.3 A Braille Reader’s Perspective. It is easy to find a 


particular column in a print table. In braille, this ease of 
reading works only if each entry will fit on one line. When 
columns have runovers, this ease of use is compromised. If 
too many rows and columns have runovers, the reader 
cannot even determine by touch that the layout is tabular. 
Although guide dots help the reader move from row heading 
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11.2 
11:2:1 


11.2.2 


11.2.3 


to column entry, sometimes a comparison between column 
entries is desirable, such as in price comparisons of listed 
items. This is difficult to do if large amounts of blank space 
appear between rows. 


Table Basics 


The distinction between tables and related columns is 
explained below. However, to enhance readability, tables 
and related columns are referred to as tables and treated 
identically in braille. 


Parts of a Table. For our purposes, the parts of a table are: 


Column Headings: Headings across the top of the table 

Separation Line: Line between a column heading and 
column entry 

Row Headings: Headings listed vertically on the left and/or 
right side of the table 

Column Entries: Intersections of a row and a column 

Guide Dots: A series of dot 5s leading the reader from one 
column to the next or indicating an empty column entry. 


Example 11-1: Parts of a Table (Print Only) 





Column Heading 


Column Entry 
Column Entry 
Row Heading Column Entry Column Entry 











Tables have a relationship between columns and rows. 
Entries are compared with entries in other columns and rows 
to analyze data. Not all print identified as tables fit these 
criteria. 
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Example 11-2: Simple Table 








Animal Longest Life Span 


30 days 





elephant 65 years 

















11.2.4 Related columns show a relationship between entries across 
a row of columns but no relationship between entries in one 
row with entries in another row. 
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11.2.5 


Example 11-3: Related Columns 








be | was, were| been | 
bear [bore [bom | 


jbeat_ | beat | beat 








General Format 


d. 


b. 


Begin the first column of a table in cell 1. Tables are not 
treated as displayed material. 

Each column is separated from a following column by two 
blank cells. 

The width of a column is determined by the widest entry 
in the column on that braille page, which may be the 
column heading or a column entry. Column widths do not 
need to match the column widths on the previous or 
following page of long tables. 

. Leave a blank line before and after tables that are not 
enclosed in boxes. 

When a table is enclosed in a box, follow the guidelines 
for box lines in Formats, §7, Boxed Material. Box lines 
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11.2.6 


12.7 


may be omitted when a table will fit on a single page 
without them. 

Insert print notes pertaining to a table after the table 
title/label, but before the body of the table and any 
transcriber’s notes. (See Formats, §16.8, Notes in Tables 
and Columned Material.) 


. Place source citations on the next line after completion of 


the table blocked four cells to the right of the material it 
follows. Follow print for placement above or below the 
bottom box line. A blank line should follow a source 
citation when it appears immediately after the bottom 
box line. 


Placement of Tables 


d. 


b. 


As a general rule, tables are placed after the 
paragraph(s) of reference. 

Place the table where it most logically fits when no 
mention of it is made on the page. Put the table after the 
last complete paragraph on the print page when an 
obvious location cannot be identified. 

Place tables on a single braille page whenever possible. 


. If necessary, a table may be divided between pages at 


the most appropriate place, taking into consideration 
clarity for the reader. Insert the page break at the 
beginning of a new row if possible. 

A table may have a row on the last line of the braille page 
if the information in the row does not intrude into the 
three blank cells before the braille page number. The full 
width of the last line of the braille page can be used when 
the braille page number is omitted on even pages 
(interpoint). 


Moving Tables. In some situations it may be preferable to 
move a table from its print location to a different location in 
braille. For example, when a table is printed on a page other 
than the page discussing the table, it may better serve the 
reader to move it. 


d. 


Insert a transcriber’s note at the original site, letting the 
reader know the table has been moved and where it is 





11-5 Section 11 
Tables and Related Columns 


11.2.8 


11.3 
113.1 


11.3.2 


located. Include the continuation letter with the print 
page number. Sample: 


Table moved to page a61. 


. Insert a transcriber’s note before the table letting the 


reader know where the table was originally located. 
Sample: 


Table moved from page 60. 


Table Captions 


d. 


b. 


Regardless of its print location, place a table caption 
(usually a brief explanation) before the table. 

Use 7-5 margins. If the table has no title or heading, 
insert an identifier (e.g., figure, chart, table, etc.) 
enclosed in transcriber’s note indicators. The caption 
follows the identifier on the same line. 


(See Sample 11-1: Table Caption on page 11-25.) 
Table Headings 


Not all tables have headings. If the table has a heading, use 


the following format: 


a. 
b. 


C. 


d. 


Center table headings. 
Follow print for the placement of table headings, which 
may be before or after a top box line. 


Do not leave a blank line between a table heading and a 


following box line. 
Do not leave a blank line between a box line and a 
following table heading. 


Sequentially Numbered Tables 


da. 


Center sequentially numbered table headings. 
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11.4.2 


Example 11-4: Sequentially Numbered Table Heading 








Table 9.5 
Smoking Among Americans by Age and Sex 





. When a sequentially numbered table is longer than one 


braille page, repeat and center the table number on line 
25 of each succeeding braille page, followed by “(cont.)”. 
When a table occupies only one page, do not put the 


table number on line 25. 


Example 11-5: Continued Sequentially Numbered Table 





24 sees 
25 i iiiiibiiihipipipiiipestisngt 








C. 


With the exception of an end-of-volume statement, no 
other text should be placed between the completion of a 
table and the notation on the last line. 


. If a sequentially numbered table has been omitted from 


the braille version, explain the omission in a transcriber’s 
note placed at the appropriate location. 


Column Headings 


Column headings immediately precede their respective 
columns, and are limited to two lines. 


a. 
b. 
c 


d. 


Start the first column heading in cell 1. 

Do not use guide dots between column headings. 
Column headings and their runovers are left-justified 
above their respective columns. 

All column headings end on the same line. 


Column Separation Lines 


d. 


b. 


A column separation line is a horizontal line that is used 
to separate column headings from the column entries. 
The separation line «+++ (5, followed by a series of 25) 
extends across the full width of the column. 
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11.4.3 


11.4.4 


c. Columns without a heading do not have a separation line. 


Example 11-6: Column Headings with Runovers 





Habitat Unit | Potential Population 


Grizzly Bear | Variable Undetermined 

















Complex Tables with Column and Sub-column 
Headings. The primary column heading is left-justified over 
the secondary sub-column heading. 


a. Insert a separation line after the primary heading. The 
line starts at the left margin of the primary and 
secondary sub-column headings and ends at the right 
margin of the last sub-column. The separation line is the 
width of the primary heading when it is wider than all of 
the sub-column headings. 

b. Sub-column headings begin on the next line, left-justified 
above their respective columns. Limit the sub-column 
headings to two lines. 

c. Each sub-column heading is followed by a separation line, 
running the width of the column. 


(See Sample 11-2: Complex Table on page 11-26.) 


Repeated Column Headings. When tables are longer than 
a single page: 


a. Repeat the column headings (with accompanying 
separation lines) at the top of each succeeding page. 

b. Insert a blank line between a running head and the 
repeated headings. 

c. Omit the blank line following the running head if 
additional runover pages can be avoided by the use of 
line 2. 
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11362 


11.5.3 


Row Headings 


The first column consists of the row headings, which may or 
may not have a column heading. 


a. Use 1-3 margins for row headings. 

b. When there are row subheadings, use 1-5 margins for 
the primary row headings and 3-5 margins for the 
secondary row headings. 

c. Limit a row heading to two lines. 

d. Use guide dots following row headings as needed. 

e. Row headings repeated in the last column are omitted. 


Example 11-7: Repeated Row Headings Omitted (Print Only) 





Water and Power Projects 
(in millions of dollars) 


Bonneville 
pep of ae Other lenngeers 
eclama- ower alley 
tion Marketing | Authonty and Other 


Fiscal year Corps of 
Engineers 


Agencies 














(See Sample 11-3: Row Subheadings on page 11-27.) 


Long Row Headings 


a. All column entries begin on the same line on which the 
row heading ends. 

b. Guide dots are used, if necessary, after row heading 
runovers. 


(See Sample 11-4: Column, Row, and Column Entry 
Runovers on page 11-28.) 


Implied Row Headings. Implied row headings are not in 
print but are understood. 


a. When a row heading is not repeated but refers to more 
than one column entry, leave the area(s) where the 
inferred row heading(s) belong blank. 

b. All column entries sharing the same row heading are 
considered to be the complete row entry. 
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11.5.5 


11.6 
11.6.1 


c. Do not split a complete row heading between pages 
unless absolutely necessary. 

d. When the complete row heading must be split between 
pages, repeat the row heading on the subsequent page. 


(See Sample 11-5: Implied Row Headings on page 11-29.) 


Blank Lines. Follow print when blank lines are used to show 
row groupings, or to set off rows of column totals. (See 


Sample 11-6: Table with Blank Rows on page 11-30.) 


Diagonal Table Lines. Braille symbols are not used to 
reproduce diagonally printed lines. Treat the text separated 
by diagonal lines as column and row headings. 


a. When a diagonal line indicates inclusive row and column 
headings, the text to the left and below the diagonal line 
is treated as a column heading to the row headings. 

b. Text to the right and above the diagonal line is treated as 
an inclusive heading to two or more of the following 
columns. 


(See Sample 11-7: Table with a Diagonal Line on page 
11-32.) 


Column Entries 


Column entries are limited to two lines. Entries that cannot 
be limited to two lines require another specialized table 
format. 


a. Indent column entry runovers two cells to the right of the 
left-hand margin of the column. All columns do not have 
to end on the same line. 

b. Begin all column entries on the line on which the row 
heading ends. 

c. Left-adjust items within the columns of a table (not 
including numbers) even though the print text shows 
column entries centered or right-adjusted. 

d. Transcribe numerals aligned by place value in print as 
shown, i.e., placed to align digits, decimals, or commas. 

e. Do not divide numbers between lines unless absolutely 
necessary. 
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11.6.3 
11.6.4 


f. Two or more guide dots lead the reader from one column 
to the next, and are inserted to fill out the width of a 
column with shorter entries or to designate blank spaces 
within the table. Leave one space between the end of the 
entry and the beginning of guide dots. 

g. Do not insert guide dots after a column runover (other 
than the first column), as the runover is not leading to 
the beginning of the next column. 


See Formats, §11.12, Wide Tables, for more information on 
specialized table formats. 


Horizontal Lines. Omit horizontal lines within a table 
unless they are referred to in print or used to separate a 
total from a preceding list of numbers. 


a. Follow print for placement of retained horizontal lines 
shown across a column. Use the horizontal line symbol 
across the width of the column. (See UEB, §16.2, 
Horizontal Line Mode.) 

b. When horizontal lines separate column items from totals, 
the horizontal line symbol should extend across the width 
of the column total. (See Sample 11-8: Column Totals on 
page 11-33.) 


Ignore vertical lines within tables. 


Omissions and Blanks. Follow print when an omission is 
indicated by a dash, ellipsis, or other print symbol. Begin 
this mark in the first cell of the column. 


Use guide dots across the width of a column to indicate a 
blank space or a blank to be filled in. Explain the series of 
guide dots in a transcriber’s note. Sample: 


A series of guide dots across the width of a column indicates 
a blank space. 


(See Sample 11-9: Table with Dashes on page 11-34, 
Sample 11-10: Blank Cells Indicating Answers to Be Inserted 


on page 11-35, and Sample 11-11: Blank Column Entries on 
page 11-36.) 
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11.6.5 


11.6.6 


11.7 
Liat 


Segmented Numbers 

Note: Transcribe segmented numbers in technical works 
and foreign language texts in accordance with the applicable 
code or supplement. 


Insert the numeric space indicator (dot 5) to represent the 
Spaces in segmented numbers. (See UEB, §6.6, The Numeric 
Space.) 


Example 11-8: Segmented Numbers in a Table 


Model 34 432 567 
Model 87 908 531 











Dittos. The ditto mark (dots 5, 2) is left-adjusted in the 
appropriate column. (See UEB, §3.12, Ditto mark.) 


a. The ditto mark cannot appear at the top of a braille page 
when a table is continued on one or more pages. In this 
case repeat the item or term represented by the ditto. 

b. List the ditto mark on the Special Symbols page, or ina 
transcriber’s note before the text. 


(See Sample 11-12: Table with Dittos on page 11-37.) 


Techniques for Shortening Column Width 


Headings/entries may be condensed, abbreviated, or keyed 
to fit the available space in the column. 


a. Condensed entries and abbreviations are preferred to 
keyed headings/entries. Place a transcriber’s note before 
the table to identify entries not easily identifiable from 
the context of the surrounding text. 
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b. Use known acronyms and state/province/country 

abbreviations, etc. 

Uppercase letters may be converted to lowercase. 

Font attributes may be ignored. 

Punctuation may be omitted. 

A transcriber’s note is not required when converting 

uppercase to lowercase, omitting font attributes, or 

omitting punctuation. (See Sample 11-13: Punctuation 

Omitted on page 11-38.) 

g. To conserve space, symbols for non-varying print signs 
or abbreviations shown with all the entries in a column of 
numbers (e.g., %, $, km, B.T.U., etc.) may be included 
in column headings and omitted within the body of the 
table. Explain this usage in a transcriber’s note. 

h. To conserve space, units of measure shown within the 
body of the table may be abbreviated as necessary. Place 
a transcriber’s note before the table to identify 
abbreviations that are not easily identifiable from the 
context of the surrounding text. Sample: 


mo a0 


The abbreviation na represents nanoseconds in the table 
below. 


i. When the table uses only one type of symbol or 
abbreviation, omit it from all entries in the table. Explain 
the omission in a transcriber’s note placed before the 
table. Sample: 


All numbers in the table are percentages. 


(See Sample 11-14: Transcriber’s Note Regarding Omitting a 
Print Symbol on page 11-39.) 


j. Tables consisting solely of numbers in the row headings 
and column entries may use the numeric passage 
indicator to save space. (See UEB, §6.9, Numeric 
Passage Indicator and Numeric Terminator.) This is done 
only when it results in the table appearing on one page. 
Place a transcriber’s note before the table to inform the 
reader of this format. 
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11.8 
11.8.1 


Example 11-9: Numeric Passage Indicator 





SAMPLE NUMBER TABLE 











k. One blank cell may be used between columns of numbers 
when the column headings are no wider than the longest 
entry in the column. This should be done only when it 
would result in the table appearing on one page. (See 
Sample 11-15: One Cell between Columns on page 
11-40.) 

|. The numeric passage indicator can be used in conjunction 
with one blank cell between columns of numbers if this 
results in the table appearing on one page. The numeric 
passage indicator/terminator may be placed above/below 
the table entries in order to maintain alignment of 
columns. These symbols are required on the Special 
Symbols page. 


Keying Long Entries 

Column headings, row headings, and column entries must 
not exceed two lines. Longer headings and column entries 
may be condensed or shortened, abbreviated, or keyed to fit 
this guideline. The keying technique below is applicable 





11-14 Section 11 
Tables and Related Columns 


11.8.2 


whenever it is necessary to condense long headings/entries 
into a few cells. 


a. 


b. 


Devise a key for an item that reflects the meaning of the 
heading or entry. 

Use letters, numbers, or a combination of letters and 
numbers, consisting of two or three cells. 

Key items may not correspond to shortform words or 
contractions. 


. One of the letters in the key item must have a dot 3 or 6, 


except for standard International Organization for 
Standardization (ISO) abbreviations for states (CA, IA, 
etc.), provinces (AB, BC), and countries (CC, FJ, etc.). 


Keys and Transcriber’s Notes. Keys work best when they 
are related to the terms used in the text to help the reader 
remember what they are. Typically a letter key will be more 
memorable for the reader. 


d. 


The transcriber’s note has multiple elements. Use 7-5 
margins for the note and 1-3 margins for the key list. 
Cell-5 headings may also be part of the transcriber’s 
note. Sample: 


Key to column and row headings: (7-5) 


Column headings (5) 
at Additions to Loans (1-3) 
ms Money Supply (1-3) 
re Reserves (1-3) 
Row headings (5) 
sl Sum of Additional Transactions (1-3) 
tl Total (1-3) 


. For our purposes the key list is the group of key items, 


which includes the short identifier and the complete 
explanation. 

Insert a transcriber’s note containing the key list below 
the table title or top box line. When neither of these 
appears in the text, place the transcriber’s note before 
the body of the table. When both of these are present, 
place the transcriber's note after the title if the title is 
inside the box or after the top box line if the title is 
outside the box. 
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Key List 

d. Leave a blank line before a transcriber’s note and key list 
that follows a table title. 

e. Do not leave a blank line before a transcriber’s note and 
key list following a top box line. 

f. Place the key list on a single page whenever possible. 

g. Place the key list on the same braille page, or facing 
page, as the table whenever possible. 

h. Leave a blank line before and after the key list. 

i. The key list is always the last element of a transcriber’s 
note when additional information is included. Sample: 


The table is divided vertically into 2 sections. (7-5) 
Key to column headings: (7-5) 

nf Number of FI employees 2001/2002 (1-3) 

nh Number of HE employees 1999/2000 (1-3) 

pw Proportion of HE workforce (%) (1-3) 


Key Items 

j. List key items in 1-3. 

k. Follow each key item with a space and its identification. 

|. Place the closing transcriber’s note indicator after the last 
item in the key list. 

m. Use cell-5 headings to group key items by column and 
row headings. List keyed column headings first, preceded 
by “Column headings” as a cell-5 heading. Next, list the 
keyed row headings preceded by “Row headings” as a 
cell-5 heading. 


Group items in the key list in the following order: 

n. List items in alphabetical order. 

o. List letter keys in alphabetical order by a key word, not 
the original text for which the key word stands. 

p. List number keys in numerical order. Numbers beginning 
with O may appear at the beginning or the end of the 
numerical list, depending on context. 


(See Sample 11-16: Keyed Column and Row Headings on 
page 11-41.) 


Note: At the discretion of the transcriber, order of 
occurrence may be used in certain situations. 
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11.9 
11.9.1 


11.9.2 


Skeleton and Partially Filled-In Tables 


Skeleton tables show only column and/or row headings. 
Each table needs to be evaluated to determine how many 
rows are necessary to convey the information or complete a 
task. 


a. Use normal table format. 

b. Indicate empty column entries with guide dots; follow 
print if a print symbol is used, i.e., a hyphen or a dash. 

c. When more than one blank row is provided in print for 
possible answers: 


(1) At least two rows must be included in the skeleton 
table. 

(2) State in a transcriber’s note the number of rows 
shown in print. Sample: 


Print table has five blank rows provided for answers. 
(See Sample 11-17: Skeleton Table with Column Headings 
on page 11-42.) 


d. When the print format of the skeleton table does not 
indicate how many rows are to be included, add a 
transcriber’s note. Samples: 


This table does not have a specified number of rows. 
or 


This table is a guide for a full page table with only blank 
cells. 


e. When the print format of the skeleton table shows a 
required number of answers, use the same number of 
rows as shown in print. 


Partially Filled-In Tables. Use the same number of 
columns and/or rows as print when the table shows that 
only some of the columns and/or rows are filled in. (See 


Sample 11-18: Partially Filled-in Table on page 11-43.) 
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11.10 
11.10.1 


11.11 
11.11.1 


11.12 
11,12.1 


1is12.2 


11.13 
pi Fes se 


Omitted Portion of Print Table 


Insert an ellipsis at the appropriate location to indicate an 
omitted section of a table. Explain the use of the ellipsis in a 
transcriber’s note. Sample: 


Part of the table is omitted in print. This omitted section is 
indicated with an ellipsis. 


(See Sample 11-19: Partially Omitted Table on page 11-44.) 


Graphics with Identified Values 

Tactile graphics are preferred, but a requester may ask that 
certain graphics be converted to a table. For example, a bar 
graph may show the value of each bar, lending itself to a 
table format. Explain the original format in a transcriber’s 
note. Sample: 


The bar graph is presented as a table. 


(See Sample 11-20: Bar Graph Information Converted to a 
Table on page 11-44.) 


Wide Tables 


It is necessary to use an alternate format when table 
columns are too large to fit within the width of the braille 
page. When the techniques for shortening column width do 
not create enough additional space, another table format is 
used. 


When choosing an alternate table format, keep in mind that 
readability is more important than space. Select a format 
that best supports the table content along with student 
activities. 


Wide Tables: Facing Pages 

Wide tables may be placed on facing pages in single-sided 
and interpoint production. Care must be taken to ensure 
that the first page is on the left-hand page. 


a. Use the full width of the two pages, usually 80 cells. 
b. Depending on the flow of the text, the front side of the 
left facing page may be blank. 
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Place a transcriber’s note informing the reader of this 
format before the table. The transcriber’s note can be on 
the page before the table. Sample: 


The following table is read across facing pages. 


. To avoid confusion, the only text on the facing pages is 


the table and related table content, e.g., a key, the table 
heading, source information, etc. The table takes 
precedence on the facing pages, and any related content 
that does not fit must be on the previous page. 

Because of the nature of this format, place all 
transcriber’s notes and table headings above the top box 
line. The top box line serves as a locator on the right 
facing page and must be followed by column headings on 
the next line. 

If no table heading exists and a box is used, the opening 
box line must be on line 2 (line 3 if a running head is 
used) in order to avoid the print page number on line 1. 


. Center the table title on the left-hand page only. Do not 


repeat the title on the right facing page. 


. Place source information on the line following the table 


on the left-hand page only. If the entire source will not fit 
on the page with the table, place the source on the line 
following the table heading. Block the source 4 cells to 
the right of the beginning of the last line of the heading. 
(See Formats, §9.5.2, Headings.) 

Do not repeat row headings on the right-hand page. 
Extend the separation line under the last column heading 
on the left-hand page to the right margin of that page. 
Extend the guide dots in the last column entry on the 
left-hand page to the right margin of that page. 

A column may end in the last cell on the left-hand page. 


m. The first column on the right-hand page always begins in 


cell 1. 


(See Sample 11-21: Wide Table on Facing Pages on page 
11-46.) 
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11.14 
145 14.4 


11.15 
Ti15.1 


11.16 
11.16.1 


Wide Tables: Vertical Division 


A wide table may be divided into vertical sections. When a 
divided table takes more than a single page, the preferred 
format is to place the table on facing pages. 


a. Divided tables should be on one braille page if possible. 

b. Repeat the row headings for each section of the table. 

c. Use a transcriber’s note to inform the reader of the 
vertically divided table. Sample: 


Table is divided vertically into 2 sections. 


(See Sample 11-22: Table Divided Vertically on page 
11-48.) 


Wide Tables: Interchanged Columns and Rows 
Sometimes it is possible to fit a wide table across the page 
by interchanging the table columns and rows. This is done 
only if it preserves the clarity of the table. Insert a 
transcriber’s note before the table. Sample: 


Columns and rows are interchanged. 


(See Sample 11-23: Interchanged Columns and Rows on 
page 11-49.) 


Wide Tables: Listed Table Format 


The listed table format repeats the column heading for each 
entry. This is useful for tables with numerous columns, 
columns of numbers, repetitive entries, or nonintuitive 
entries. It takes a good deal of space, but it aids the reader 
by identifying column headings with each entry. 


a. Leave a blank line before and after the table. 

b. Long column headings may be condensed or abbreviated 
but not keyed. List shortened or abbreviated headings 
not easily recognized in a transcriber’s note before the 
table. 

c. Fully capitalized headings can be changed to initially 
capitalized or lowercase as needed. The reader does not 
need to be informed of this change. 

d. Each column heading is followed by a colon. 
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11.17 
11.17.1 


e. Format the first column heading, followed by a colon and 
the corresponding row heading, as a cell-5 heading. 

f. Use 1-3 margins for column headings that have only 
single entries. 

g. For column headings with multiple entries, use 1-5 
margins for the heading and 3-5 margins for each entry. 

h. Three unspaced guide dots represent a blank entry in 
print. Explain this usage in a transcriber’s note. Sample: 


A series of three guide dots indicates a blank entry. 


Continue this format until the first row is completed. 


| el 


Place all columns in the row on the same braille page 
whenever possible. 
Leave a blank line before each row. 


— 7% 


Insert a transcriber’s note explaining the change to print 
format. Sample: 


Print format is changed. Row headings are blocked in cell 5; 
column headings begin in cell 1. All headings are repeated for 
clarity. A colon separates headings from table entries. 


(See Sample 11-24: Listed Table Format on page 11-50.) 


Wide Tables: Linear Table Format 


When other options are not effective in dealing with wide 
tables, a linear format may be used. Multiple columns of 
numbers or repetitive types of entries (e.g., proper names) 
are not appropriate for linear format. This format is not an 
option when there are colons or semicolons in the table. 


a. Leave a blank line after the title. 

b. Insert a transcriber’s note explaining the change to print. 
Leave a blank line between the body of the note and 
column order. 

c. Insert a colon after the first column heading and a 
semicolon after each internal column. 

d. List the order of column headings, followed by the 
appropriate punctuation marks, using 1-3 margins. 
Sample: 
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Columns follow one another in this order: (7-5) 


Column 1 Heading: Column 2 Heading; Column 3 
Heading; Column 4 Heading (1-3) 


e. Leave a blank line after the note. 

Using 1-3 margins, list each row of the table starting with 

the information of the first column followed by a colon. 

g. Do not divide a row between braille pages. 

h. Continue with the information on the same print line for 
subsequent columns, punctuated as shown in the 
transcriber’s note above. 

i. Use the same format for all succeeding rows of the table, 
with the information from the first column always starting 
in cell 1. 

j. In print the same label ($, %, year, bushels, etc.) may 
be repeated for each item in a column. These repeated 
labels may be omitted if doing so will allow the table to fit 
on the braille page. The label must be included in the 
column heading or explained in a transcriber’s note. 

k. Insert three unspaced dot 5s to represent a blank entry 
in print (followed by the appropriate punctuation) and 
explain this usage in a transcriber’s note. Sample: 


—h 


A series of three dot 5s indicates a blank entry. 
(See Sample 11-25: Linear Table Format on page 11-52.) 


11.18 Wide Tables: Stairstep Table Format 


11.18.1 Limit this format to tables with four or fewer columns. For 
larger tables use the Listed Table Format in Formats, 
§11.16. 


a. Multiple columns of numbers or repetitive types of entries 
(e.g., proper names) and nonintuitive column entries are 
not appropriate for stairstep format. 

b. Columns cannot be combined. 

c. Following the table label or title (or after the top box line) 
insert a transcriber’s note to indicate the format change. 
Leave a blank line between the body of the note and the 
beginning of the explanation of the stairstep format. 
Block the first column heading in cell 1, and block each 
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succeeding heading two cells farther right. Place the 
closing transcriber’s note indicator after the last column 
heading. Sample: 


Table changed as follows: (7-5) 


Heading of first column (1-1) 
Heading of second column (3-3) 
Heading of third column (5-5) 
. Leave a blank line following the transcriber’s note. 
. Use 1-1 margins for the first column of each row, 3-3 
margins for the second column, 5-5 margins for the third 
column, and 7-7 margins for the fourth column. 
When a column entry has multiple paragraphs, indent the 
second and following paragraphs two cells to the right of 
the margin, e.g., 3-3, 5-3. 
. Place all columns in the row on the same braille page 
whenever possible. 
. Do not repeat column headings when the table is 
continued on succeeding braille pages. When context 
does not clearly indicate what the column level or 
heading is, choose another format for the table. 
Follow print for use of the dash or ellipsis, appropriately 
indented. 
Treat a row heading preceding a group of subdivisions in 
the first column as a cell-5 heading. Include this in the 
transcriber’s note with the column headings. Sample: 
Table changed as follows: (7-5) 
Subdivision Heading (5-5) 
Heading of first column (1-1) 
Heading of second column (3-3) 
Heading of third column (5-5) 
Heading of fourth column (7-7) 
. Headings may be devised when there are none in print. 
Let the reader know in the transcriber’s note that the 
headings are transcriber-generated. 
Insert three unspaced guide dots to represent a blank 
entry in print (followed by the appropriate punctuation) 
and explain this usage in a transcriber’s note. Sample: 


A series of three guide dots indicates a blank entry. 
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11.19 


(See Sample 11-26: Stairstep Table Format on page 11-54 
and Sample 11-27: Subdivision Headings on page 11-56.) 


Samples 


Sample 11-1: Table Caption, page 11-25 

Sample 11-2: Complex Table, page 11-26 

Sample 11-3: Row Subheadings, page 11-27 

Sample 11-4: Column, Row, and Column Entry Runovers, 
page 11-28 

Sample 11-5: Implied Row Headings, page 11-29 

Sample 11-6: Table with Blank Rows, page 11-30 

Sample 11-7: Table with a Diagonal Line, page 11-32 

Sample 11-8: Column Totals, page 11-33 

Sample 11-9: Table with Dashes, page 11-34 

Sample 11-10: Blank Cells Indicating Answers to Be 
Inserted, page 11-35 

Sample 11-11: Blank Column Entries, page 11-36 

Sample 11-12: Table with Dittos, page 11-37 

Sample 11-13: Punctuation Omitted, page 11-38 

Sample 11-14: Transcriber’s Note Regarding Omitting a Print 
Symbol, page 11-39 

Sample 11-15: One Cell between Columns, page 11-40 

Sample 11-16: Keyed Column and Row Headings, page 
11-41 

Sample 11-17: Skeleton Table with Column Headings, page 
11-42 

Sample 11-18: Partially Filled-In Table, page 11-43 

Sample 11-19: Partially Omitted Table, page 11-44 

Sample 11-20: Bar Graph Information Converted to a Table, 
page 11-44 

Sample 11-21: Wide Table on Facing Pages, page 11-46 

Sample 11-22: Table Divided Vertically, page 11-48 

Sample 11-23: Interchanged Columns and Rows, page 
11-49 

Sample 11-24: Listed Table Format, page 11-50 

Sample 11-25: Linear Table Format, page 11-52 

Sample 11-26: Stairstep Table Format, page 11-54 

Sample 11-27: Subdivision Headings, page 11-56 
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Sample 11-1: Table Caption 


5.25%, compounded 





Daily 


Quarterly 
Semiannually 
Annually 





Figure 24-7 The APY is the best 
indicator of how much interest 
you will earn. 
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Sample 11-2: Complex Table 


Table 11.1 
Summary Comparison of Outlays 
for Payments for Individuals 


eel ae ee 


}1998 
—— 
2000 


[2000 [1.054.503 867.713| 186790 





ee 


(Return to Text) 
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Sample 11-3: Row Subheadings 
1980 1981 
Machining Centers 
Production 413.0 482.6 
Exports 56.7 53.4 
Imports 93.4 195.7 


Punching and Shearing Machines 
Production 110.6 97.1 
Exports Is2 28.3 
16.5 Ee 
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(Return to Text) 
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Sample 11-4: Column, Row, and Column Entry Runovers 


Table 4. Minimum Viable Population Levels for Management 
Indicator Species for the Targhee National Forest 


| —s Species  =—s'|_:« Habitat Unit | Potential Population 


(GrizalyBear_ | Variable | Undetermined 
ie inte Se 
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(Return to Text) 
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Implied Row Headings 


Sample 11-5 
Health Sector Workforce Characteristics, 2004 


|Black | 3% 


Mixed/other 
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Sample 11-6: Table with Blank Rows 


Percentage of Practitioners Accessing 
Funding by Region and Nation, 2006 


Yes—Has Accessed|No—Has Not 


West Midlands 


Wales SS=«*dASMSC~*~“C*‘izS SCSCSC*~*d 
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Sample 11-7: Table with a Diagonal Line 


Animals 
Groomed 
Animals 


[Silverbackedmale | 0 | 2 
[Blackbackedmate | 0 | 0 





(Return to Text) 
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Sample 11-8: Column Totals 


EXAMPLE BASE PRICE METHOD 


Profit $3.50 10% 
Overhead 9.45 27% 
Labor 9.10 26% 
Raw Food Costs 12.95 37% 
Customer's Meal Cost $35.00 100% 
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(Return to Text) 
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Sample 11-9: Table with Dashes 


Table 27 
Historical Consumer Price Index for Urban 
Wage Earners and Clerical Workers 





Source: from CPI Detailed Report Data for August 2009 (p. 91) 
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Sample 11-10: Blank Cells Indicating Answers to Be Inserted 


Temperature at 10:00 
[Monday 
Tuesday | 





(Return to Text) 
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Blank Column Entries 


Sample 11-11 


Trends in Availability of Drugs by 12th Graders 


|Ecstasy(MDMA) | | | 247 
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Some other hallucinogen 


Amy/butyl nitrites 
PCP 





Section 11 


Tables and Related Columns 


11-36 


Return to Text 





10 
22 
23 


Oo Oo NN DD MH 


10 
11 
12 
13 


BR WN 


Sample 11-12: Table with Dittos 


Table 4-3 


PRICE AND QUANTITY OF MILK 


Price Surplus/ 


Shortage 


1.00 
0.90 
0.80 i 
0.70 # Neither 
0.60 Shortage 
0.50 ‘i 
0.40 . 


Surplus 


Price 
Will 
Fall 


" 


n" 


Neither 
Rise 


" 
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Sample 11-13: Punctuation Omitted 


Note: This sample is technical foreign language French. 


| prép. | article défini 


fém. 


fém. sg. 


J 
a 
Cs 
= 


masc. Sg. 
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Sample 11-14: Transcriber’s Note Regarding Omitting a Print Symbol 


Table 16 
Long-Term Trends in Grade 12 


EC 


Cigarettes 
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Sample 11-15: One Cell between Columns 


Table 21.1 
Summary Comparison of Total Outlays for 
Grants to State and Local Governments 
In Millions of Dollars 


Year 
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Sample 11-16: Keyed Column and Row Headings 


SAT Scores by Race and Ethnicity 


SAT Verbal | SAT Math 
Racial/Ethnic Category Mean Scores | Mean Scores | Totals 


Native American or Alaskan Native 482 (481 963 
[AtfcanAmercin ———=«faa——«*t aa —=«*dt 60 





White (excluding Latino origin) 1058 


UG. ee ee 


wap Bs 
7 ees 
aera ee 
14 #38 


TS 


16 3 
17 see 
LB aces 
19 ig: 


20 
21 


Pe Ne ee 
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Sample 11-17: Skeleton Table with Column Headings 


Use the chart below to list your interests. 
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Sample 11-18: Partially Filled-In Table 


Ed toldalie. 
Ed denied it. 


Ed betrayed others. He ended up friendless. 
a (es ee 
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Partially Omitted Table 


Sample 11-19 


4:35 PM 


= 
x 
™ 
ne 
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E 

oO 

2 


6:01 PM 
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Ss 
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Bar Graph Information Converted to a Table 


HEART ATTACKS IN THE 


Sample 11-20 








WH Males 








UNITED STATES, 2000 


WB Females 





+t 
i 
uy) 
vt 


as 


= 


430,000 





Attacks in thousands 


Source: American Heart Association 
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Sample 11-21: Wide Table on Facing Pages 


Unionized Manual Workers 


Denmark] 13.9 
Norway 
oe _ 


Finland 
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Sample 11-22: Table Divided Vertically 


Unionized Manual Workers 


1900 [1910 | 1920 | 1930 | 1940 1950 _ 





| 69 | 10.3 | 25.6 | 34.7 | 44.2 [521 | 


JO GPS aee eae Gua eee 
eee eer cee eat ae eet 
WP Eases lesb aeaeas 
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Sample 11-23: Interchanged Columns and Rows 


| Jan | Feb |Mar_ | Apr | May {Jun 


Sunrise] 7:23 AM | 7:02 AM [6:31AM | 6:10AM [5:50AM | 5:30AM 





WojUEE geeadts qaunr  asegue sane 
Bilt geedea GENT Beane uuty 


13: 24283 


14 
15 
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Sample 11-24: Listed Table Format 
PRESIDENTIAL ADMINISTRATIONS 


President Vice Secretary of | Secretary of | Secretary of | Secretary of | Postmaster Attomey 
President State Treasury War Navy General General 
George John Adams | Thomas Alexander Henry Knox Samuel Edmund 
Washington 1789-1797 | Jefferson Hamilton 1789-1795 Osgood Randolph 
1789-1797 1789-1794 1789-1795 1789-1791 1789-1794 
Edmund Oliver Timothy Timothy William 


Randolph Wolcott Pickering Pickering Bradford 
1794-1795 1795-1797 1795-1796 1791-1795 1794-1795 


Timothy Joseph Charles Lee 
Pickering James Habersham 1795-1797 


1795-1797 McHenry 1795-1797 
1796-1797 


John Adams | Thomas Timothy Oliver James Benjamin Joseph Charles Lee 
1797-1801 | Jefferson Pickering Wolcott McHenry Stoddert Habersham 1797-1801 
1797-1801 1797-1800 1797-1801 1797-1800 1798-1801 1797-1801 


John Samuel 
Marshall Samuel Dexter 
1800-1801 | Dexter 1800-1801 
1801 
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Linear Table Format 


Sample 11-25 


Montgomery | Yellowhammer State Yellowhammer 
Forget-Me-Not 


Alabama 


5 
= 
ag 
= 
4, 
‘ey 
o 
©) 


Willow Ptarmigan 





The Grand Canyon State Cactus Wren 


LittleRock | | Apple Blossom 
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Sample 11-26: Stairstep Table Format 


Vietnam War 


Where were How old were | How did the war affect What memories do 

you during the | youduring Americans? you have? 

Vietnam War? | the war? 

| signed up for the | | was 18 when! | There was a lot of protesting There are some | don’t 

Marines and signed up. against the war. It made want to talk about. But 

served in everyone think about why the | remember my buddies 

Cambodia. U.S. was involved in a war so far | and good times playing 
away. cards and wishing we’d 

get home soon. 


Oklahoma City, I was 10 when | don’t remember too much | remember the news 

Oklahoma it ended. about it. | do remember my on TV almost every 
grandmother being worried evening had something 
that her two sons would be about the war. 
drafted. 
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Sample 11-27: Subdivision Headings 


Universal's Island of Adventures 


Six Flags 
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17 


18 


19 


20 


25 
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12:1 
122 
12.3 
12.4 


12.1 


Section 12 


Sidebars 
PUNCAINTONCANS sess cediavrieudoesioubionvieriiausideniiesieubioesiiwpeeedieedeiesiaenioueions 12-1 
TOS iF y WG) SIGS O Ol S sevcsccdcansisedecnetantecndiendscosiediamdtanticosvontianieeodiandses 12-1 
FORMALUNG SIDED ANS icsccnsccesccarcdermesventsdennddanccanachydecnedh eenesathyconusdaucens 12-1 
SAIMDISS crcossccstecntecsccascnenacesasenaresaneaas escvaneteassananesavesereserancteassonseenes 12-3 


Fundamentals 


12.1.1 Publisher design of textbooks has exploded into creative 


12.2 
12.2.1 


12.3 


layouts that frequently challenge braille production. 
Textbooks used to be black and white, had few images, and 
content was read from top to bottom. Textbooks now are full 
of color, images, tables, boxes, bullets, etc., and reading 
order is not always obvious. 


Identifying Sidebars 

The purpose of this section is to help the transcriber identify 
sidebars. The use of sidebars, a publishing term for 
information placed adjacent to text, is one of the design 
elements that can create confusion. A sidebar is detached 
from the main text and found in a section either off to one 
side of it, or above or below it, on the same page. Sidebars 
may or may not be linked or related to the adjacent text, 
and the reading order of sidebars and text is not always 
obvious. Sidebars have a different function than cross- 
references (see Formats, §9.6, Cross-References and 
Incidental Notes) and are formatted according to their text 
layout, e.g., with headings, paragraphs, lists, etc. (See 
Sample 12-1: Boxed Sidebar in Column on page 12-4, 
Sample 12-2: Boxed Sidebar within Text on page 12-5, and 


Sample 12-3: Arrow Leads Reader to Sidebar; Difference 
Between Sidebar and Cross-Reference on page 12-6.) 


Formatting Sidebars 


12:3;1 Determine if the sidebar supports the text or if it is 


supplemental information. Once this has been decided it is 
easier to find the most appropriate location to insert it. 





12-1 Section 12 
Sidebars 


—h 


If the sidebar adds supportive information, look in the 
main text for specific references to its content. Then 
insert the sidebar at an appropriate location (after the 
paragraph of reference). 


. Determine the best location for the sidebar when it 


provides extraneous information. This may be after the 
final full paragraph on the page, before a heading, etc. 
Sidebars use the full width of the braille page. (See 
Sample 12-4: Extraneous Information in Sidebar on page 
12-8.) Exception: Follow Formats, §2.10.2i, Table of 
Contents guidelines when sidebars appear within the 
table of contents. 


. The text layout of the sidebar dictates the format used, 


i.e., headings (centered, cell-5, cell-7), 3-1 paragraph, 
nested list, poetry, etc. 

Insert a blank line before and after a sidebar. 

Add box lines for clarity if the content of the sidebar 
interrupts the flow of text. (See Formats, §7, Boxed 
Material. ) 


(Sample 12-5: Sidebar with Student Activity on page 12-9 


and Sample 12-6: Sidebars at Beginning of a Lesson on 
page 12-10.) 


g. 


When a sidebar is necessary for the understanding of a 
particular text, insert that sidebar before the related text. 


(See Sample 12-7: Word List in a Sidebar on page 
12-12.) 
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Sidebars 


12.4 Samples 


Sample 12-1: Boxed Sidebar in Column, page 12-4 

Sample 12-2: Boxed Sidebar within Text, page 12-5 

Sample 12-3: Arrow Leads Reader to Sidebar; Difference 
Between Sidebar and Cross-Reference, page 12-6 

Sample 12-4: Extraneous Information in Sidebar, page 12-8 

Sample 12-5: Sidebar with Student Activity, page 12-9 

Sample 12-6: Sidebars at Beginning of a Lesson, page 12-10 

Sample 12-7: Word List in a Sidebar, page 12-12 
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Sample 12-1: Boxed Sidebar in Column (Print Only) 


on the issue) and to back up your reasons with solid evidence, or proof. 


Appropriate factual evidence may consist of statistics, examples, and 
anecdotes (brief stories based on personal experience)—all of which can 
: be verified by testing, by drawing on personal observations, or by consult- 
: ing reliable sources. Expert testimony (statements by recognized authori- 
: ties on the issue) also qualifies as evidence. 


eee 






Strategies for Elaboration: Avoiding Fallacies 





paconeorwesye 


In listing reasons for your position, take care to avoid these fallacies, or 

mistakes in logic. 

* Hasty generalization—basing a conclusion on insufficient evidence or 
overlooking exceptions: No local merchants will suffer if the proposed chain 
store is approved. 

* Attacking the person (in Latin, ad hominem, meaning “to the person”; 

informally, “name-calling”)—attacking people who support the issue: 





















nen een ereecons 


: Hunters just enjoy killing animals. 

: ¢ False authority—quoting an expert in one field as an authority in an 

: unrelated field: According to former state Supreme Court Justice Eldon Bates, 

: the state’s annual vehicle inspections are a waste of taxpayers’ time and money. 
i : * Circular reasoning—offering as a reason a statement that's actually a 

: restatement of an opinion: The City Council should build more bike paths be- 

: cause our community needs bike paths. 


* Either-or reasoning—assuming that an issue has only two possible 
sides: Either we abolish the welfare system or we foster perpetual dependence 
on government handouts. 

¢ Non sequitur (Latin for “It does not follow”)— presenting unrelated 
ideas as though one were the logical consequence of the other: Our city’s 


>>! rapid population growth demands a higher speed limit. 
(Formats: Suggested Location : 


« Earn their trust. Ethical appeals invoke your readers’ sense of fair 
play, establishing your credibility and character. Demonstrating that youre 
knowledgeable, reasonable, sincere, and trustworthy helps win respect 
for you and, in turn, for your ideas. 

One way to establish your trustworthiness is to consider different 
sides of an issue, to acknowledge the most significant counterargu- 
ments (opposing points). By conceding, or accommodating, opposing 
points that do have merit, you establish common ground without sacrific- 

3 ing your principles. Then you can concentrate on refuting, or providing 

conclusive evidence against, those counterarguments that you consider 

invalid. 


6. Coping with counterarguments. Once you've listed possible reasons in 
support of your position, get together with a partner or a small group to 
brainstorm for likely counterarguments. Think about the kinds of evidence 

: that will convince your particular audience to rethink their counterargu- 

ments. You may find it helpful to chart the most significant counterargu- 

i ments and possible refutations for them, as in the following example. 








oeeoe 


614 THE RESTORATION AND THE EIGHTEENTH CENTURY 


(Return to Text) 





12-4 Section 12 
Sidebars 


Sample 12-2: Boxed Sidebar within Text (Print Only) 


No two warrior 

statues found 

in the emperor’s Copyrighted 
tomb are alike. Image 
This one 

kneels before 

the emperor. 


os 
me 
© 
| 
> 
@) 
ae 
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Sample 12-3: Arrow Leads Reader to Sidebar; Difference 


Between Sidebar and Cross-Reference 


Synthesizing Information 









Synthesizing information involves combining information from two or more sources. Information gained 
from one source often sheds new light upon other information. 


* Analyze each source sepa- 
rately to understand its XK 
meaning. 


Determine what informa- 
it(o)amsr-(ag Mere) caew-(s (6m co) 
the subject. 


Identify points of agree- 
ment and disagreement 
between the sources. Ask: 
Can Source A give me 
new information or new 
ways of thinking about 
Source B? 


Find relationships 
between the information 
in the sources. 





LEARNING THE SKILL 
To learn how to synthesize information, follow the 
steps listed on the left. 


PRACTICING THE SKILL 


Study the sources below, then answer the questions. 


Source A “At present 60% to 70% of all dollars in circu- 
lation are used abroad. Today Panama is the best-known 
country that is ‘dollarized, but 11 others use the U.S. dollar. 
The best route for the emerging market countries is to uni- 
laterally dollarize. . . . [T]he dollar could serve as the linch- 
pin of a new global financial architecture, one that would 
eliminate currency crises, lower interest rates, and stimulate 
growth. ** 

—Forbes, May 3, 1999 

Source B °° When a country abandons its currency, it 
surrenders a central symbol of national identity. . . . We 
are courting trouble if many countries dollarize. They 
would blame us for their problems; and they would try to 
influence U.S. policies, pushing for either lower or higher 


interest rates.” 
—Newsweek, May 17, 1999 


1. What is the main subject of each source? 
2. Does Source B support or contradict Source A? 


Explain. 


3. Summarize what you learned from both sources. 


APPLICATION ACTIVITY 

Find two sources of information on banking prac- 
tices. What are the main ideas in the sources? How does 
each source add to your understanding of the topic? 
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19 


20 
21 
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Sample 12-4: Extraneous Information in Sidebar (Print Only) 


(Return to Text) 


Voices on Government 


Benjamin Franklin dedicated years to public service, including 
time as a delegate to the Second Continental Congress, a 
commissioner to France during the War for Indepen- 

dence, and a member of the Constitutional 

Convention. Franklin proposed the Albany Plan 

of Union to provide for the defense of the 

American colonies. In his autobiography, he 

spoke of its defeat and defended his plan: Copyrighted 


48 The different and contrary Reasons modge 


of dislike to mry Plan, makes me 

suspect that it was really the true 

Medium; and | am still of Opinion it 

would have been happy for both Sides the 
Water if it had been adopted. The Colonies so 
united would have been sufficiently strong to 
have defended themselves; there would then 
have been no need of Troops from England; of 
course the subsequent Pretence for Taxing 
America, and the bloody Contest it occasioned, 
would have been avoided. 99 


Evaluating the Quotation 


What did Franklin see as the ultimate result of the failure to adopt 
the Albany Plan of Union? Do you think this was a reasonable 
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Sample 12-5: Sidebar with Student Activity (Print Only) 


din the 


ation. 


4. 
Annelida 15 


und in 


) Ncorporate information 


from this section into 
your Foldable. 


ill, th: 
igh pollution. Lumbriculid (lum Bl 
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Sample 12-6: Sidebars at Beginning of a Lesson (Print Only) 



























You willlearn... 


e how to identify types 
and sources of nutrients. 


Following the 
Dietary Guidelines 


(Formats: Suggested Location) 


Think of an ideal day. You 
might read a few chapters 





e how to use the Dietary book 3 
Guidelines. ofa goin line 
e how to use the Food skating, see a movie 
Guide Pyramid. 
e how to distinguish with a friend, and have 
between foods that are 
healthful and those that dinner with your 
do not contain many 
nutrients. family. Such a day 
includes a balance of 
Vocabulary 
e calorie, B45 activities. You need 
e nutrient, 845 balance in your diet as 
e proteins, 845 
e carbohydrates, B45 well. A wide variety of 
o saturated fat, B45 healthful choices in your diet 
e unsaturated fat, B45 
e vitamin, B45 enables you to look and feel 
e mineral, B45 your best. 
e nutrition, B46 
e Dietary Guidelines for 
Americans, 846 
(Return to Text) 
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Sample 12-7: Word List in a Sidebar 


CHAPTER 6 REVIEW 













Lesson 1 e Violence is a serious public health problem in the United States. 
You can help to prevent violence in your community. 






Lesson 2 ¢ To prevent violent situations and make your school a safe place, 
avoid weapons and gangs and deal with bullies in a healthful 
way. 












Lesson 3 e Knowing and practicing safe habits can help you prevent 
unintentional injuries at home, outdoors, and on the road. 






Lesson 4 e Identifying severe weather conditions and natural disasters and 
being aware of the safety measures for each type of weather 
emergency will help you avoid unintentional injuries. 










Lesson 5 e Being skilled in first aid procedures will prepare you to respond 
in a medical emergency. These skills will also enable you to take 
safe actions to reduce your risk of illness or injury. 














Use Vocabulary 


LEOrnats i Suanpsted Fovatinn) Choose the correct term from the list to complete each sentence. 
——— > 


assault, C45 1. Ifa materialis able to catch fire easily, itis 


first-degree burn, C76 2. A physical attack or the threat of a physical attack is an example of 
flammable, C59 
gang, C54 3. Agroup of people who are often involved in illegal and violent 


activities is a(n) 
heatstroke, C67 


4. Adangerous reduction in blood flow within the body is 
homicide, C45 ‘ 


hypothermia, C67 5. The killing of one person by another person is 


shock, C75 6. Acondition in which the body’s temperature falls significantly be- 
low normal is : 


7. An overheating of the body that is life-threatening is 


8. A mild burn that affects the first, or outer layer of the skin, causing 
pain, redness, and swelling is a(n) j 
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13.1 


Section 13 
Poetry and Song Lyrics 
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Scansion; ‘Accent, and: MGter vei cicscecendevadceisvs ocean as veascsavebacavaxezonee nels 13-6 
Fyrahals alid ‘SONQDOOKS cats taoewncesticunsechycbnscenic un eet ten seshyelaseenteensed 13-10 
Titles; tym or Song NUMBERS is ei .scosscsescuenotstwtsitetues eecnuar ies cutsienes 13-10 
SAMPIES siete cee i eas ees ee es ee ee eee 13-12 
Fundamentals 


ue fel ee This section covers poetry written in prose, rhyme, and 


other configurations. It also covers lyrics written without 
musical notation, and the use of punctuation and shape as a 
poetic device. (See Formats, §15.5, Line-Numbered Poetry 
and §15.7, Poetic Rhyme Scheme. ) 


13.1.2 A Braille Reader’s Perspective. Centering poetry in print 


13.2 


is visually attractive. This material is often centered on the 
page as well as on the line. In braille, the material must first 
be found. Moving the material to the margin in effect helps 
to identify the basic form of the poetry by the use of 
margins. 


Poetry within Narrative Text 


13.2.1 Follow print when poetry is embedded within narrative text. 


a. Retain font attributes. 

b. Follow print use for either a slash or vertical line to 
indicate where one poetic line ends and another begins. 

c. Follow print for spacing of symbols, which may begin or 
end a braille line. Identify the use of the symbols on the 
Special Symbols page, or in a transcriber’s note before 
the text. 
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13.3 
13.51 


Example 13-1: Poetic Lines within Narrative Text 





... Suggesting that “the trust Othello puts him in / On some odd time of his 
infirmity / Will shake this island” 











Poetry in Stanza or Verse Form 


The indention pattern is based on the entire poem. The main 
entry begins in cell 1. Each subentry level begins two cells to 
the right of the previous level. All runovers begin two cells to 
the right of the farthest indented level. 


One level: 1-3 

Two levels: 1-5, 3-5 

Three levels: 1-7, 3-7, 5-7 
Four levels: 1-9, 3-9, 5-9, 7-9 
etc. 


a. Leave a blank line before and after a poem. Exceptions: 
Do not insert a blank line between a cell-5 or cell-7 
heading and the poem to which it applies. Do not insert a 
blank line between a cell-5 heading entry word and a 
poem in a glossary. 

b. A line of poetry may not be divided between braille 
pages. 
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Example 13-2: Poem with One Level 








My tongue, every atom ofmy blood, form’d from this soil, this air, 

Born here of parents born here from parents the same, and their parents the 
same, 

I, now thirty-seven years old in perfect health begin, 

Hoping to cease not till death. 








Example 13-3: Three-Level Poem 


Glory be to God for dappled things— 
For skies of couple-colour as a brinded cow; 
For rose-moles all in stipple upon troutthat swim; 
Fresh-firecoal chestnut-falls; finches’ wings; 
Landscape plotted and pieced—fold, fallow, and plough; 
And all trades, their gear and tackle and trim. 





c. Poems that are centered on the print page use 1-3 
margins or are treated as displayed material and use the 
margin in effect. (See Sample 13-1: Centered Poem on 
page 13-13.) 

d. Use normal poetry indention when print is deeply 
indented. 
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13.4 
13.41 


13.4.2 


13.5 
15.501 


Example 13-4: Poem with Deep Indention 





if the best of immortals really drives me on, 
Hera’s lord whose thunder drums the sky!” 

So he shouted 
Lashing the rage and fighting-fury in every Trojan. 





Separation of Stanzas 


Stanzas are difficult to determine at a print page break when 
a poem does not have the same number of lines in each 
stanza. Do not insert a blank line if it is not clear that there 
is a new stanza at the page break. 


a. Leave a blank line before each stanza or verse. 

b. Use cell-5 headings for stanza numbers. 

c. When a stanza begins at the top of a print page within a 
braille page, insert the page change indicator and leave 
one blank line before beginning the stanza. 

d. Leave a blank line at the top of the next braille page 
when a stanza ends on line 24 or 25 of the previous 
page. Start the new stanza on line 2 when a running 
head is not used, or line 3 when a running head is used. 


(See Sample 13-2: Poem with Stanza Numbers on page 
13-14.) 

Stanza Division. When a page break would occur following 
the first line of a stanza, take the entire stanza to the next 
braille page. 


Shape Poetry 


A shape poem is one that has its lines arranged to represent 
the shape of an object or to suggest action, motion, mood, 
or feeling. When it is important to show the poem’s shape or 
Spatial style add a description in a transcriber’s note, or 
provide a tactile graphic. 
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13.6 
13,61 


13.6.2 


13.6.3 


13.6.4 


Poetic lines are not always easy to determine in some shape 
poems. Use punctuation and change of thought as a guide. 


(See Sample 13-3: Shape Poem on page 13-16.) 


Poems with Irregular Lines of Poetry 


Use normal poetry format when the indentions of irregular 
lines of poetry form a discernible pattern. (See Sample 


13-4: Poem with Discernible Lines of Poetry on page 13-17.) 


Treat the poem as a single level, using 1-3 margins, when 
the indentions of irregular lines of poetry have no discernible 
pattern or the poem uses uneven spacing. Some poems may 
need a transcriber’s note of explanation. Sample: 


The poem has inconsistent indention patterns, which are not 
reproduced. 


Or 


The poem has multiple irregular indentions, which are not 
reproduced. 


Use three blank cells to separate widely spaced words or 
phrases. Explain the blank cells in a transcriber’s note. 
Sample: 


Three blank cells indicate wide spacing. 


(See Sample 13-5: Poem with Uneven Indention and Wide 
Spacing on page 13-18.) 


When unusual combinations of punctuation marks and 
letters might create difficult reading: 


a. Use uncontracted braille. Use the grade 1 passage 
indicator and terminator around the entire poem. (See 
UEB, §5.4, Grade 1 Passage Indicator and §5.5, Grade 1 
Terminator. ) 

b. Insert a transcriber’s note to explain the use of 
uncontracted braille. Sample: 


This poem has unusual letter and punctuation combinations. 
Braille is uncontracted so punctuation can be identified easily. 


(See Sample 13-6: Embedded Punctuation in an 
Uncontracted Poem on page 13-20.) 
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13.8 
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13.9 
1339-1 


139.2 


13.9.3 


Prose Poetry 

Prose poetry is ordinary speech or writing without rhyme or 
meter. It is written in a narrative format that does not follow 
the normal rules for writing poetry. 


a. Precede and follow a prose poem with blank lines. 

b. Follow print for paragraph indention. 

c. Ignore font attributes except where they are required for 
emphasis or distinction. 


(See Sample 13-7: Prose Poem on page 13-21.) 


Reference Marks and Notes in Poetry 


Transcribe references in poetry at the bottom of the print 
page, separated from the poetry by a note separation line. 
(See Formats, §16, Notes.) 


Leave a blank between the end of a stanza, or the end of a 
poem, and the note separation line. 


(See Sample 13-8: Poem with Reference Marks on page 
13-22.) 


Scansion, Accent, and Meter 


Scansion is the analysis of a poem’s meter, and the marking 
of the stressed and unstressed syllables in each line. There 
are a variety of print symbols used for marking scansion, 
stress, and meter. Use the following guidelines when 
structuring documents with different print symbols than 
those used here. 


Follow print for symbols and terminology when identifying 
stress symbols on the Special Symbols page, or ina 
transcriber’s note before the text. (See UEB, §4, Letters and 
Their Modifiers and §15.2, Stress.) 


Transcribe a poem that contains stress, scansion, or meter 
marks twice. Place the two versions on a single braille page 
if possible. The first version should include the title and 
author or other attribution. 


a. Use contracted braille in the first version; do not show 
scansion, accented letter(s), meter, or emphasis that 
indicates stress. 
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. Leave a blank line between the first and second versions. 
. To help offset the second writing, transcribe the second 
version using cell 3 for the left margin and the standard 
nested list format. 

. Transcribe the second version in uncontracted braille. 
Show all typeform, scansion, stress, and meter symbols. 
. Follow print when stress and meter symbols are placed 
above the affected words. The symbols are placed above 
the first letter of the syllable to which they apply. To 
accommodate room for one-letter syllables immediately 
followed by another syllable, it is permissible to place the 
stress or meter symbol over the space or capital indicator 
which precedes the word. 

Blank lines are required preceding and following each line 
of the poem. 


Example 13-5: Diagrammed Scansion with Ictus (Slash) and X 








x ¢ mf x j =x F-= 'd 
But SOFT! What LIGHT through YONder WINdow BREAKS? 


Bie eer [Dot locator for “use” precedes grade | passage indicator standing alone. UEB, §3.14] 








g. Explain the two writings on the Transcriber’s Notes page 
when there are multiple locations in the volume that use 
this technique. If the technique is used in a single 
location in the volume, explain the usage in a 
transcriber’s note before the text. Sample: 
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13.9.4 


The text is first shown without stress symbols, and then 
repeated with the appropriate symbols and no contractions. 
Stress symbols are inserted above the syllable to which they 
apply. Symbols used: 


Stressed syllable 
Unstressed syllable 


eeu aie 13-9: Lines of Poetry with Stress Marks on 
page 13-23.) 

Meter. Each section between the slashes or vertical lines is 
a foot. Foot division can appear within a word. The meter is 
the number of feet in a line. A caesura indicates a long 
pause in the middle of a line. 


a. These symbols are used to represent the signs indicating 
meter or rhythmic pattern of poetic lines. Follow print 
spacing of symbols and punctuation. 

b. Identify meter symbols on the Special Symbols page or in 
a transcriber’s note before the text. Use the names given 
in print (if any) when identifying the symbols for these 
signs. The foot is usually the solidus or vertical line 
(pipe). The caesura is usually the double solidus or 
double vertical line. 


/ aa Solidus (foot) 

// 2:4 Double solidus (caesura) 
| 343 Vertical line (pipe) 

[| :#%:2% Double vertical line 


c. The foot and caesura symbols may begin or end a braille 
line when it is necessary to divide a line between braille 
lines. Exception: Do not break a line at a meter symbol 
when it is unspaced within a word. 

d. A line break may not occur within a foot, e.g., between 
the vertical lines. 

e. Contractions are not used in the second writing when 
some words are syllabified, and metered lines show only 
foot and/or caesura symbols. Contractions are used in 
the second writing when all words are not syllabified, and 
metered lines show only foot and/or caesura symbols. 
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f. Titles and authors are shown with the first writing. 
Titles/authors are only included with the second writings 
if they include symbols of scansion, accent/stress, or 
meter. 

g. Attributions are shown with the first writing of the 
material and omitted in the second writing. 


(See Sample 13-10: Attribution with First Writing on page 


13-24 and Sample 13-11: Sentences with Foot and Caesura 
Symbols on page 13-25.) 


Example 13-6: Word with Unspaced Internal Foot 





All the| night sleep | came not u|pon my | eyelids 











(See Sample 13-12: Lines of Poetry with Stress and Meter 
on page 13-26.) 

Diagrammed Scansion and Meter. Follow print for 
Spacing and punctuation of scansion and meter symbols 
when the text shows only a diagram consisting of 
accent/stress and meter signs with no lines of poetry. Use 
1-3 margins for each diagrammed line. 


Example 13-7: Diagrammed Scansion and Meter 





r r r 

~— ie nan 
r r 

v ia — 

r r r 
~~ | 7 


r r r 
|~~ | ~ 
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13.10.1 


13.10.2 
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13.11 
1311.4 


13.11.2 


Hymnals and Songbooks 

Many sponsoring religious agencies have established specific 
formats and guidelines for the transcription of hymnals and 
songbooks, both with and without music. General directives 
are provided below for transcribing songs or hymns that 
appear in nonreligious materials. 


Lyrics without Music Notation. Use 1-3 margins. 


Lyrics with Music Notation. Follow the rules provided in 
the Music Braille Code when transcribing music notation, as 
well as any lyrics shown with that notation. 


Music notation may be omitted when lyrics of a song or 
hymn are accompanied by music notation for illustrative 
purposes only, and there is no intention for that notation to 
be used for practice or performance. Insert a transcriber’s 
note to explain this omission. Transcribe the lyrics as 
directed below. 


Titles, Hymn or Song Numbers 

Center the title or number of each hymn (both, if shown in 
print). Titles or numbers may be placed on line 1 unless a 
running head is used. 


Information below the title. 


a. Block permission-to-copy notices in the fifth cell to the 
right of the material to which they apply, on the line after 
the title or heading. (See Formats, §9.5, Source Citations 
and Permission to Copy. ) 

b. Leave a blank line following the title. List the information 
printed between the title and the song in the following 
order: 


(1) Text centered below the title. 
(2) Text printed on the left side of the page. 
(3) Text printed on the right side of the page. 


Use 7-5 margins for each item; do not leave blank lines 
between these items. Do leave a blank line before the 
beginning of the first verse. (See Sample 13-13: Song 
Title with Additional Information on page 13-28.) 
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13.11.3 When it is not possible to include the title or number (with 
any accompanying information) and at least one braille line 
of the first verse at the end of a page, begin the song or 
hymn on a new braille page. 


13.11.4 


Songs with Verses 


a. 
b. 


Transcribe verse numbers as cell-5 headings. 

Follow print for capitalization and punctuation of the 
verses. 

Omit hyphens that are printed between syllables unless 
they are intended to be part of the word. 


. Use 1-3 margins for each line of the lyric. Use 


punctuation and rhyme scheme to determine each line of 
the lyric. 

When text shows the lyrics of the first verse—or any 
portion of a song or hymn—printed within the music 
notation and followed by the remaining verses printed in 
poetry format, the same format is used for a// the verses. 


(See Sample 13-14: Song with Verses on page 13-29.) 
Follow print if the refrain or chorus is repeated. 


. Follow print if only the word “refrain” or “chorus” 


indicates the repetition. 
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Samples 


Sample 13-1: Centered Poem, page 13-13 

Sample 13-2: Poem with Stanza Numbers, page 13-14 

Sample 13-3: Shape Poem, page 13-16 

Sample 13-4: Poem with Discernible Lines of Poetry, page 
13-17 

Sample 13-5: Poem with Uneven Indention and Wide 
Spacing, page 13-18 

Sample 13-6: Embedded Punctuation in Uncontracted Poem, 
page 13-20 

Sample 13-7: Prose Poem, page 13-21 

Sample 13-8: Poem with Reference Marks, page 13-22 

Sample 13-9: Lines of Poetry with Stress Marks, page 13-23 

Sample 13-10: Attribution with First Writing, page 13-24 

Sample 13-11: Sentences with Foot and Caesura Symbols, 
page 13-25 

Sample 13-12: Lines of Poetry with Stress and Meter, page 
13-26 

Sample 13-13: Song Title with Additional Information, page 
13-28 

Sample 13-14: Song with Verses, page 13-29 
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Sample 13-1: Centered Poem 


Presented here is a familiar example from one of Donne’s songs: 


Go and catch a falling star, 
Get with child a mandrake root, 
Tell me where all times past are, 

Or who cleft the Devil’s foot; 


Teach me to hear mermaids singing, 


Or to keep off envy's stinging, 
And find 
What wind 


Serves to advance an honest mind. 


(Return to Text) 
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Sample 13-2: Poem with Stanza Numbers 























A Victim 


by Alfred Tennyson 
L. 





A plague upon the people fell, 

A famine after laid them low; 

Then thorpe and byre arose in fire, 

For on them brake the sudden foe: 
So thick they died the people cried, 

‘The Gods are moved against the land.’ 
The Priest in horror about his altar 
To Thor and Odin lifted a hand: 

‘Help us from famine 

And plague and strife! 

What would you have of us? 

Human life? 

Were it our nearest, 

Were it our dearest,— 

Answer, O answer!— 
We give you his life.’ 


But still the foeman spoil’d and burn’d, 
And cattle died, and deer in wood, 


‘ 
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Sample 13-3: Shape Poem 


Ampersand 


Patrick Winstanley 


dd 
= Wy, 
O a 
= ~~ 
YP 
Ze > 
.. % 
4p 
8. O 
= te 2 
i 
% 
% ~ O 
IS s\ 
1% 
2 3 
3: 
4: 
5 
6: 
aa 
a 
9 ¢ 
Or 


10 i 
qi oc ee: ee 6: OF 
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Sample 13-4: Poem with Discernible Lines of Poetry 


Buffalo Bill's 


Buffalo Bill's 
defunct 
who used to 
ride a watersmooth-silver 
stallion 
and break onetwothreefourfive pigeonsjustlikethat 


Jesus 


he was a handsome man 

and what i want to know is 
how do you like your blueeyed boy 
Mister Death 


e.e. cummings 


DM 


12 
13 
14 


15. 2 


16 


(Return to Text) 
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Sample 13-5: Poem with Uneven Indention and Wide Spacing 





The Sky Was 


E. E. Cummings 


the 
sky 
was 
can dy lu 
minous 
edible 
spry 
pinks shy 
lemons 
greens coo 1 choc 
olate 


Ss. 





tN I a soi 
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Sample 13-6: Embedded Punctuation in an Uncontracted Poem 


brought allofher tremB 
-ling 
to a:dead. 


stand- 
Still) 
from she being Brand, by e. e. cummings 


(Return to Text) 
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Sample 13-7: Prose Poem 


Tender Buttons [A Chair] 
by Gertrude Stein 


ACHAIR. 


A widow in a wise veil and more garments shows that shadows are even. It addresses no 
more, it shadows the stage and learning. A regular arrangement, the severest and the most 
preserved is that which has the arrangement not more than always authorised. 


A suitable establishment, well housed, practical, patient and staring, a suitable bedding, 
very suitable and not more particularly than complaining, anything suitable is so 
necessary. 


qe eee cele en. tee cae erga es. Gite Gee eee rac 


2a if 


(Return to Text) 
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Sample 13-8: Poem with Reference Marks 
This is the song that the truck drivers hear 
In the grinding of brake and shifting of gear, 
From the noise of the wheel and the clarion! horn 
From the freight and the weight: 
asong has been born: 


‘clarion (klar'-é-an): loud and clear. 


wg 28 FH Re se pps 


Ps eee 


22 
23 


(Return to Text) 
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Lines of Poetry with Stress Marks 


Sample 13-9 


4 


— 


“4 


— = 


4 
Seen from above, the sky 


a 


— 


ed 


4 


” 
Is deep. Clouds float down there, 


— 


Return to Text 
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Sample 13-10: Attribution with First Writing 


— af te A 


us Of 


— 


= — 4 


I may / assert / Eter- / nal Prov- / idence. 


et 


— 


4 


— rg 


~~ 4 


And jus- / tify / the ways / of God / to men. 


Milton, Paradise Lost, page 227, lines 25-26 


(Return to Text) 
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Sample 13-11: Sentences with Foot and Caesura Symbols 


Ah, dis | -tinct-ly | I re | -mem-ber || it was | in the | bleak De | -cem-ber; 
And each | sep-‘'rate | dy-ing | em-ber || wrought its | ghost u | -pon the | floor. 


(Return to Text) 
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Sample 13-12: Lines of Poetry with Stress and Meter 





The Piper (first two stanzas) (Trochaic) 


William Blake 





ae 
J ei Not 


Piping down th 


wild, 


eys 


t glee, 


éasan 
‘ald. 
oa 


Afd he laughing! said t6'me: 


~ | a 
ping songs o 


Pir 
Oona d 


di 


Saw a 


ee 
ou 


”? 


feed Bs 


ae 





Wo EE 


17 


19 


OO ee 
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Sample 13-13: Song Title with Additional Information 


Over the Rainbow 


Words by E. Y. Harburg from The Wizard of Oz Music by Harold Arien 


SS ee 


r 
7 
- Se aa 


Some - where o ver the rain - bow, way up high, 
e@- @- ee -e ++ @+ @+ ++ @+ -@ 
-@@- ee e- -+ @@ +--+ -@ @+ @- 
e@e- e@ e ee -@@ se @e ee e 
ee oa e . -@ ee e- e-e@- -@e 
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. e@-e@ -@ e e ict ee e oe - @@ “+ @+ -@ @ @- @- ee 
oe e@eee- e- -@ “@- eee *“@ es -@ ee “+ @@ -@@ ++ @@ @@ 
-@ -@ @- . ee -@-@ -@-@ ee e "@ ++ @ = eee---: 
eece e- ee e- ee e- ee e ee . *@ @+ +> 
os e- e- -e ee -e@ -ee- + -@ @: @- 
e@e-ecee- -- ++ ee e@ --@- @-e- e@e-e- -e 
*@-+-- @ @- @- @@ e e e e * e e ee e ee 
e@e--@ e -@ @- @e@ e ee ee e e ee - e . e eee e e 
e e- . e@- ee e ee e . . eee e 
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Sample 13-14: Song with Verses 
On Top of Old Smokey 







































































courl-in' too 











2, Now, courtin’s a pleasure, 3. A thie! will just rob you 
And parting is grief; And take all you have, 
But a false-hearted lover, But a false-hearted lover 
Is worse than a thief. Will feud you to the grave. 
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14.1 


Section 14 
Plays, Cartoons, and Graphic Novels 
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Fundamentals 


14.1.1 This section deals with plays and other print situations that 


involve dialogue. Cartoons, interviews, and graphic novels 
also use a dialogue or a question-and-answer format that 
works well with the patterns established in this section. 


14.1.2 Follow print for capitalization on speaker names, character 


names, and abbreviated names. The names may appear as 
the speaker in stage settings, stage directions, etc. 


14.1.3 Retain font attributes on speaker, character, and 


abbreviated names. 


14.1.4 If print uses both full capitalization and emphasis to show 


speaker names, retain the capitalization and omit the 
emphasis. 


14.1.5 Retain font attributes when emphasis is required 


grammatically, e.g., book titles, ship titles, etc. 


14.1.6 Dialogue starts on the same braille line as the character’s 


name or identity when space permits. 


14.1.7 When there is an extended blank space between the 


speaker’s name and the first word of the speech, this space 
is indicated by three blank cells in braille. A transcriber’s 
note is required to explain this format. See Formats, §15, 
Line-Numbered and Line-Lettered Text, for plays with line 
numbers. (See also Formats, §16, Notes.) 
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14.2 
14.2.1 


Cast of Characters 
The following format is used for the cast of characters: 


a. 
b. 


Use a cell-5 heading when a heading is included. 

Use 1-3 margins for the cast of characters, with each 
name followed on the same line by the character 
identification. 

Retain font attributes on speaker names; omit font 
attributes on speaker identifications. 


. Follow print punctuation used to separate names from 


any following identifications. Note: Do not insert 
punctuation that does not appear in print. 


Example 14-1: Simple Cast of Characters 








Baptista Minola, Father of Katherina and Bianca 
Vincentia, Father of Lucentio 

Katherina (Kate) Minola, The “shrew” ofthe title 
Petruchio 

Bianca, Sister of Katherina 








Example 14-2: Cast of Characters with Fonts 








Lucentio SuitorofBianca 
Gremio Suitor of Bianca 
Hortensio Suitor ofBianca 








(See Sample 14-1: Cast of Characters on page 14-12.) 
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14.2.2 


14.3 
1 Sed 


14.4 
14.4.1 


When a play is longer than a single volume: 


d. 


b. 


Repeat the cast of characters in each volume of the 
continued play. 

Include the repeated cast of characters in print page 
number order in the front matter pages. 

Include the print page number on the front matter page. 


. Include the transposed print page numbers for the 


repeated cast of characters on the title page. For 
example, if page 60 is the print page number for the cast 
of characters: 


Title page: Print pages 5, 60, 80-95 


Scene Settings 

Scene settings may be described by a single word or several 
paragraphs, identifying the locale or period in which the 
action takes place. 


a. 
b. 
(oh 


Titles and scene numbers are centered headings. 

Follow print for blocked or indented paragraphs. 

Follow print for use of enclosure symbols, e.g., brackets 
or parentheses. Do not add enclosure symbols if none are 
used in print. 


. Omit font attributes unless needed for distinction. 


Insert a blank line to separate scene settings from 
dialogue. 


(See Sample 14-2: Scene Setting on page 14-13.) 


Stage Directions 


A stage direction is an instruction to the actor that is written 
into the script of the play. 


d. 


b. 


Follow print for enclosure symbols used for internal stage 
directions. Do not add enclosure symbols if none are used 
in print. 

Follow print placement and punctuation when stage 
directions or cues follow the speaker’s name. 
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Example 14-3: Stage Directions After a Speaker’s Name 





Anne. [laughing] Isn’t thata beautiful balloon? 











c. Ignore font attributes used for stage directions, unless 
needed for distinction, e.g., when stage directions after a 
speaker’s name are not enclosed in punctuation. If text 
within stage directions requires emphasis for distinction, 
use the typeform indicator that best represents print 
emphasis of surrounding text. 


Example 14-4: Italics Retained for Unenclosed Stage Directions 


MAMA hysterically: But I can’t do anything about that! 
JESSIE quietly: No. You can’t. 














Example 14-5: Stage Directions within Dialogue 





John (into phone): 1 can’t talk now. (Pause) What? (Pause) Hmm. (Pause) All 
right,I ... I. Can’t. Talk. Now. No, no, no. I Know I did, but .... What? 
Hello. What? She what? She cant, she said the agreement is void? ... 








14.5 Prose Plays 
14.5.1 Speakers and Dialogue 


a. Use 1-3 margins for each speaker’s name and 
accompanying dialogue. 
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14.5.2 


14.5.3 


. Follow print for capitalization and emphasis. If print uses 


both full capitalization and emphasis to show speaker 
names, retain the capitalization and omit the emphasis. 
(See Sample 14-3: Dialogue on page 14-14.) 

Follow print for punctuation shown after the name of 
each speaker. 


. Insert two blank spaces between speaker names and 


dialogue if print shows no distinction between the names 
and the dialogue, e.g., emphasis on the names; 
punctuation between the names and related dialogue. 
Use 5-3 margins for additional paragraphs by the same 
speaker in the same dialogue. (See Sample 14-4: 


Speaker with Multiple Paragraphs of Dialogue on page 
14-15.) 


Simultaneous Speakers 


d. 


Ignore enclosure symbols when they are used to indicate 
that two or more characters are speaking at the same 
time with different dialogue. Precede the simultaneous 
speeches with a transcriber’s note. Sample: 


Martha and Peter together 


Indicate the resumption of normal dialogue by the 
following transcriber’s note. Do not insert a blank line 
before or after the transcriber’s note. Sample: 


Solo 


(See Sample 14-5: Simultaneous Speakers on page 14-16.) 


C. 


Do not attempt to duplicate print when dialogue of 
simultaneous speakers is printed in columns. Use the 
dialogue format as directed above. (See Sample 14-6: 
Columned Dialogue Ignored on page 14-17.) 


Stage Directions between Lines of Prose Dialogue 


a. 
b. 


Use 7-7 margins for stage directions or cues. 

Use 9-7 margins for additional paragraphs of stage 
directions. 

Ignore font attributes used for stage directions. 
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14.6 
14.6.1 


14.6.2 


d. Do not insert blank lines before or after stage directions 
or cues printed outside or between the lines of dialogue. 


Example 14-6: Unenclosed Stage Directions 





JESSIE: It’s nota joke, Mama. 
Mama watches for a moment in silence. 


MAMA: That gun’s no good, you know. He broke it right before he died. 
He dropped it in the mud one day. 











(See Sample 14-7: Two Paragraphs of Prose Stage 
Directions on page 14-18.) 


Verse Plays 
Verse plays are written in a poetic form and typically each 
line begins with a capital letter. 


a. Use 1-5 margins for the first line of dialogue. 

b. Use 3-5 margins for additional lines by the same speaker. 

c. Follow print for capitalization and emphasis. If print uses 
both full capitalization and emphasis to show speaker 
names, retain the capitalization and omit the emphasis. 

d. Follow print for punctuation shown after the name of 
each speaker. 

e. Insert two blank spaces between speaker names and 
dialogue if print shows no distinction between the names 
and the dialogue, e.g. emphasis on the names; 
punctuation between the names and related dialogue. 


(See Sample 14-8: Verse Play on page 14-19.) 


When print includes a large space after a speaker’s name: 


a. Insert three blank cells between the speaker’s name and 
the beginning of the dialogue. 
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b. Explain this usage on the Transcriber’s Notes page, or in 
a transcriber’s note before the beginning of the play. 
Sample: 

Three blank cells have been inserted when print shows a 
wide space following a speaker’s name. 


Example 14-7: Verse Play with Extended Blank Space 





ANTONIO: I'll teach you how to flow. 
SEBASTIAN: Do so. To ebb 
Hereditary sloth instructs me. 
ANTONIO: oO. 
If you but knew how you the purpose cherish 











14.6.3. Stage Directions between Lines of Verse Dialogue 


a. Use 7-7 margins for stage directions or cues. 
b. Use 9-7 margins for additional paragraphs of stage 
directions. 


Example 14-8: Two Paragraphs of Verse Stage Directions 
BRUTUS 

Farewell, every one. 

Exeunt all but BRUTUS 

Re-enter LUCIUS, with the gown 

Give me the gown. Where is thy instrument? 
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14.7 
14.7.1 


14.7.2 


14.8 
14.8.1 


14.8.2 


14.9 
14.9.1 


14.10 
14.10.1 


14.10.2 


Mixed Prose and Verse Plays 


Dialogue. Use the appropriate format for the type of 
dialogue, i.e., 1-3 margins for the prose sections and 1-5, 
3-5 margins for the verse sections. 


Stage Directions. Use 7-7 margins for stage directions or 
cues. Follow print for use of enclosure symbols. (See Sample 
14-9: Mixed Prose and Verse Stage Directions on page 
14-20.) 

Conclusion of Play 


A phrase indicating the conclusion of the play (e.g., “The 
End” or “The Curtain Falls,” etc.) is centered and preceded 
and followed by a blank line. 


Do not add “The End” or other indication of the play’s end 
when none appears in print. 


(See Sample 14-10: Conclusion of Play on page 14-21.) 


Interviews 


Use the prose play format (1-3 margins) for interviews. (See 
Formats, §14.3.) 


Example 14-9: Interview 





Reporter Mr. President, how was your vacation at Camp David? 
President It was fine. 











Cartoons 


Insert a blank line before and after a cartoon. Do not leave 
blank lines between the frames or panels of a single cartoon 
or between individual cartoons when a series of them is 
shown. 


Insert the word “Cartoon,” enclosed in transcriber’s notes 
symbols. Use 7-5 margins. Continuing on the same line, 
insert the cartoon title and artist’s name, followed by the 
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14.10.3 


14.10.4 


14.10.5 


date and copyright information, if given and legible. 
Copyright information is often found in the 
acknowledgements if part of this information attached to the 
cartoon is difficult to read. 


Format cartoons using the following general guidelines. 


a. It is often useful to insert a brief scene setting describing 
the cartoon and the characters before beginning the 
cartoon. Include this in a transcriber’s note, starting on 
the line after the cartoon and title information. 

b. Use 1-3 margins for dialogue. 

c. Insert two blank spaces between speaker names and 
dialogue if print shows no distinction between the names 
and the dialogue, e.g. emphasis on the names; 
punctuation between the names and related dialogue. Do 
not enclose names or character identifiers in transcriber's 
note indicators. A transcriber's note is required (either at 
the site or on the Transcriber's Notes page). 


Single-Frame Cartoon. Dialogue is frequently not included 
in a single-frame cartoon. Include sufficient information in a 
scene setting to convey the intent of the cartoon. 


a. Describe the scene setting in a transcriber’s note using 
7-5 margins. 
b. Use 7-5 margins for the caption to the cartoon. 


Example 14-10: Elements of Single-Frame Cartoon 











Multi-Frame Cartoon. A cartoon may have a series of 
frames. Enclose each frame number in transcriber’s note 
indicators using 7-5 margins. 


a. Using 1-3 margins, begin dialogue with the character’s 
name followed by two spaces. 

b. Use initial capitalization when dialogue is printed in all 
capital letters. 
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14.11 
14.11.1 


g. 


When the dialogue is continued in another frame, repeat 
the character’s name, followed by two spaces. 


. When a character is not identified, an identifying trait is 


used as the character name, e.g., Boy 1, Boy 2, Man with 
Hat, etc. 

Give dialogue from an unknown character an identifier, 
such as “Narrator” or “Unseen Character.” 

If necessary, a brief description of the action in the frame 
is enclosed in the transcriber’s note with the frame 
number. If the action relates only to a specific character, 
insert a transcriber’s note following the character’s name. 
This description need not be limited to seven words. 

Look at the entire cartoon, graphic novel, etc., before 
writing the description. 


(See Sample 14-11: Cartoon on page 14-22.) 


Graphic Novels 

Graphic novels use comic book style art and dialogue. They 
are treated as a multi-frame cartoon, with each print page 
beginning with Frame 1. 


a. 
b. 


Narrative boxes use 1-3 margins. 

If the narrative box appears within a frame, insert the 

text from the narrative into that frame. If the narrative 
box is outside one of the frames, treat it as a separate 
frame and follow the guidelines for formatting frames. 


(See Sample 14-12: Graphic Novel on page 14-24.) 
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14.12 


Samples 


Sample 14-1: Cast of Characters, page 14-12 

Sample 14-2: Scene Setting, page 14-13 

Sample 14-3: Dialogue, page 14-14 

Sample 14-4: Speaker with Multiple Paragraphs of Dialogue, 
page 14-15 

Sample 14-5: Simultaneous Speakers, page 14-16 

Sample 14-6: Columned Dialogue Ignored, page 14-17 

Sample 14-7: Two Paragraphs of Prose Stage Directions, 
page 14-18 

Sample 14-8: Verse Play, page 14-19 

Sample 14-9: Mixed Prose and Verse Stage Directions, page 
14-20 

Sample 14-10: Conclusion of Play, page 14-21 

Sample 14-11: Cartoon, page 14-22 

Sample 14-12: Graphic Novel, page 14-24 





14-11 Section 14 
Plays, Cartoons, and Graphic Novels 


Sample 14-1: Cast of Characters 


DRAMATIS PERSONAE 


CLAUDIUS, King of Denmark 
HAMLET, son to the late King Hamlet and nephew to the present king 
POLONIUS, lord chamberlain 
HORATIO, friend to Hamlet 
LAERTES, son to Polonius 
VOLTIMAND. courtier 
CORNELIUS, " 
ROSENCRANTZ, ‘a 
GUILDENSTERN, " 
OSRIC, , 

A GENTLEMAN 
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(Return to Text) 
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Sample 14-2: Scene Setting 





ACT 1 


Helmer’s study. ... 


unlocked. ... 








(Return to Text) 


SCENE: The action takes place in Helmer’s residence. 


A comfortable room, tastefully but not expensively furnished. A door to the 
right in the back wall leads to the entryway; another to the left leads to 


A bell rings in the entryway; shortly after we hear the door being 


NORA: Hide the tree well, Helene. The children mustn’t get a glimpse of it 
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Plays, Cartoons, and Graphic Novels 


Sample 14-3: Dialogue 


CAROL Youdon’tknow whatit means ...? 


JOHN 


I’m not sure that I know what it means. It’s one of those things, perhaps you’ve 


had them, that, you look them up, or have someone explain them to you, and 
you say “aha,” and, youimmediately forget what ... 


CAROL Youdon’tdo that. 
JOHN et fee’ 


(Return to Text) 
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Plays, Cartoons, and Graphic Novels 


Sample 14-4: Speaker with Multiple Paragraphs of Dialogue 


GALLIMARD: The limits of my cell are as such: four-and-a-half meters by five. 


There' s one window against the far wall: a door, very strong, to protect me 


from autograph hounds. I’m responsible for the tape recorder, the hot plate, 


and this charming coffee table. 
When I want to eat, I’m marched off to the dining room—hot, steaming 
slop appears on my plate. When I want to sleep, the light bulb turns itself 


(Return to Text) 
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Sample 14-5: Simultaneous Speakers 


Peter: What is that? 

Nicky: The Delphis are coming. 

Craig Together Yes, the Delphis. 
Peter } Run, Run. 
Nicky: We will all be killed. 


(Return to Text) 
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Sample 14-6: Columned Dialogue Ignored 


Higgins. You know, she has the most 


extraordinary quickness of ear: 


Pickering. I assure you, my dear Higgins, that the 


girl 


Higgins. just like a parrot. I’ve tried her with 


every 


Pickering. is a genius. She can play the piano 


quite beautifully. 


Higgins. possible sort of sound that a human 


being can make. 


Pickering. We have taken her to classical concerts 


(Return to Text) 


and to music ... 
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Sample 14-7: Two Paragraphs of Prose Stage Directions 


TWM. Curate? At this time o’ night? Any danger, I wonder? 
Sit down Dicky, and try to look as if it was Sunday. 

[They again assume the role of blameless tinkers cooking supper 
by the roadside. To meet the special occasion, Twm 
begins to hum a Welsh hymn-tune, with which he is but 
loosely acquainted. Dicky joins in. 

[The Bishop of Mid-Wales comes in from the right, carrying 
a Ssuit-case and trudging wearily. He is dressed in 
episcopal attire, his gaiters being stained with dust. He 
is a benign, white-haired old gentleman of a very friendly 
disposition. For a moment he pauses, blinking through 
and over his glasses in the manner of a very short-sighted 
person. 

BISHOP. What’s this? Ah yes, thank heaven—humanity at 
last! Good evening, friends. 
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Sample 14-8: Verse Play 


FIRST WITCH. [Continuing.] Where there is no paththereis no 
safety— 
And the wind is beginning behind us, the treacherous wind. 
THE WINDS. There is danger here in this slight stirring ofa 
breeze. 
FIRST WITCH. [Continuing.] Do you come from east or west? 
Where does Kincorth lie? 
THE WINDS. It has a peaceful sound; but its significance is not 
peace. 
ALISON. The God of my father has sent you in me need: 
Tell me, I beseech you, whom you knowat Kincorth— 
Oris it, indeed, Kincorth Wester you seek? 
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(Return to Text) 
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Sample 14-9: Mixed Prose and Verse Stage Directions 


Ophelia: [hope all will be well. We must be patient: but I 
cannot choose but weep, to think they should lay him i’ the 
cold ground. My brother shall know of it: andsoI thank 
you for your good counsel. Come, my coach! Good night, 
ladies; good night, sweet ladies; good night, good night. 

[Exit.] 
King: Follow her close; give her good watch, I pray you. 
[Exit Horatio. ] 
O, this is the poison of deep grief; it springs 
All from her father’s death. O Gertrude, Gertrude, 
When sorrows come, they come not single spies 


(Return to Text) 
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Sample 14-10: Conclusion of Play 


Webster (moving to center stage, and joining Jabez’ hands and 
Mary’s). And whom God hath joined let no man put asunder. (He 
kisses Mary and turns, dusting his hands.) Well, that job’s done. I 
hope there’s pie for breakfast, neighbor Stone. 

(And, as some of the women, dancing, bring in pies from the kitchen) 


THE CURTAIN FALLS 


ee ee 


Cassar = — 
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(Return to Text) 
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Cartoon 


Sample 14-11 





www,cad-comic.com 
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(Return to Text) 
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Sample 14-12: Graphic Novel 


MUSSORSK ICE PRISON 


@S6 NOUTICSL MILES 
FROM 2NTSR2CTICS 
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(Return to Text) 
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15.1 


Section 15 
Line-Numbered and Line-Lettered Text 
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Fundamentals 


15.1.1 This section focuses on a variety of numbering and lettering 


patterns found in the print left or right margin. This is seen 
most frequently with poetry and plays, but it is used also for 
referencing a specific line or paragraph for discussion or 
activities in prose. (See Formats, 813, Poetry and Song 
Lyrics and §14, Plays, Cartoons, and Graphic Novels.) 


15.1.2 A Braille Reader’s Perspective. General braille rules tell 


15.2 


the braille reader that a grade 1 symbol indicator precedes a 
letter and a numeric indicator precedes a number. It is best 
to always follow this rule for consistency, especially when 
transcribing material for younger children. Using grade 1 or 
numeric indicators for line numbers/letters unequivocally 
identifies whether the character at the end of a line isa 
letter or number, making it easier for the reader to 
determine whether the character is there to show a rhyme 
scheme or a line number. 


Margin-Numbered Paragraphs 


15.2.1 Margin-numbered print paragraphs may have numbers in 


the right or left margin that are typically used as a reference 
for discussion. 


a. Follow print for blocked or indented paragraphs. 
b. Insert the paragraph number before the beginning of the 
paragraph. 
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15.3 
15 od 


15.4 
15.4.1 


Cc. 


Number every paragraph, even if only some paragraphs 


are numbered in print. 


(See Sample 15-1: Margin-Numbered Paragraphs on page 
15-8.) 


General Provisions for Line-Numbered Text 


The following provisions apply to print line numbers in either 
the left or right margin. 


d. 


b. 


—h 


Line-numbered text may not appear on any line with a 
print or braille page number. 

Place the line number, with the numeric indicator, at the 
right margin of the braille line on which the print line 
begins. 

All line-numbered text ends so that at least two blank 
cells separate the text and the longest line number on 
the braille page. 

Do not repeat the line number when a print line is longer 
than one braille line. 

Follow print when a word is divided at the end of a line. 
Resume using the full width of the line after the 
completion of the line-numbered text. 


. Atranscriber’s note can extend to the right margin when 


placed before the beginning of, or following the end of, 
the line-numbered text. 


Line-Numbered Prose 

Prose is ordinary speech or writing without rhyme or meter. 
Observe the following guidelines, in addition to the points 
outlined in Formats, §15.3: 


d. 


Follow print for indented or blocked paragraphing. 


b. Every print line of prose is numbered in braille, even 


Cs 


when the lines are not numbered in print. 

Three blank cells precede a new print line when it begins 
in the middle of a braille line. Do not insert three blank 
cells before a new print line when it begins a new braille 


line. (See Sample 15-2: Prose Numbered Every Ten Lines 
on page 15-9.) 
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15.5 
15.5.4 


15.5.2 


d. 


On the Transcriber’s Notes page, inform the reader about 
the function of the three blank cells when line-numbered 
prose occurs in more than one section in a volume. Insert 
a transcriber’s note before the text when the three blank 
cells is used in only one section. Sample: 


Three blank cells occurring within a braille line indicate the 
beginning of a new print line. 


(See Sample 15-3: Line-Numbered Prose with Transcriber’s 
Note on page 15-10.) 


e. 


Two individually numbered print lines cannot start on the 
same braille line, as only one line number can be at the 


margin. (See Sample 15-4: Short Numbered Lines on 
page 15-11.) 


Line-Numbered Poetry 

Poetry is typically written in meter or verse. Observe the 
following guidelines, in addition to the points outlined in 
Formats, §15.3: 


d. 


b. 


Use poetry format. (See Formats, §13, Poetry and Song 
Lyrics.) 

Follow print for line numbers. Do not add numbers that 
do not occur in print. 

Maintain the two-cell margin before print line numbers 
whether these numbers are implied or actually shown. 


(See Sample 15-5: Poetry Line Numbers on page 15-12.) 


When a play is written in verse, observe the following 
guidelines: 


a. 
b. 


Use format outlined above in Formats, §15.5.1 a-c. 
Insert three blank spaces in braille when in print a 
significant blank space is left between the speaker’s 
name and the first word of the dialogue. A transcriber's 
note is required explaining this format. 


(See Sample 15-6: Lines of Dialogue on page 15-13.) 
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15.6 
15.6.1 


15.7 
15.7.1 
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Interspersed Line-Numbered Prose and Verse 


Each prose and verse section is formatted according to the 
guidelines for indention patterns for that format. 


a. Prose. Every print line is numbered. 
b. Verse. Use only the line numbers shown in print. 


(See Sample 15-7: Mixed Prose and Poetry on page 15-14.) 


Poetic Rhyme Scheme 

Paragraph Format. Follow print for spacing and 
capitalization when a rhyme scheme is indicated by a linear 
sequence of lowercase letters within the narrative body of 
text. Retain font attributes used for rhyme scheme letters. 
The rhyme scheme letter should be on a line with at least 
one word of the material to which it applies. 


Example 15-1: Poetic Rhyme Scheme within Body of Text 





The rhyme scheme in these lines of Yeats Resurrection is abba. I sawa 
staring virgin standa / Where holy Dionysus died, b / And tear the heart 
out ofhis side, b / And lay the heart upon her hand a 











Poetry with Line-Lettered Rhyme Scheme 


a. Use poetry format. (See Formats, §13, Poetry and Song 
Lyrics.) 

b. Line-lettered text cannot appear on any line with a print 
or braille page number. 

c. Use line number format (see Formats, 815.5) when 
rhyme scheme letters are printed in either the left or 
right margin. 

d. Place each letter, preceded by the grade 1 indicator as 
required, at the right margin of the braille line on which 
the lettered line begins. 

e. Omit font attributes. 
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15.8 
15.8.1 


Do not repeat the letter when a print line requires more 
than one braille line. 

End all lines in this format so that at least two blank cells 
are left before the rhyme scheme letters. 


Example 15-2: Rhyme Scheme in Right Margin 








He is that fallen lance that lies as hurled, 
That lies unlifted now, come dew, come rust, 
But still lies pointed as it plowed the dust. 

If we who sight along it round the world 

See nothing worthy to have been its mark, 


an eoen 





Poetry with Line-Numbered Rhyme Scheme. Observe 
the following guidelines, in addition to the points outlined in 
Formats, §15.7.2: 


d. 


b. 


Use poetry format. (See Formats, 813, Poetry and Song 
Lyrics.) 

Follow print for line numbers. Do not add numbers that 
do not occur in print. 

Place line numbers, preceded by the numeric indicator, at 
the right margin. 

Position the letters of the rhyme scheme so that they end 
one cell before the longest line number on the braille 


page. 


(See Sample 15-8: Poem with Line Numbers and Rhyme 
Scheme on page 15-16.) 


Counted Words 


Word counts are used for timed readings and typing tests. 
The numbers fall at the end of the print line. 
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a. Treat counted words as line-numbered text, leaving three 
spaces at the end of each line of text. 

b. Insert a transcriber’s note explaining the use of the three 
blank cells, and that the number refers to the end of the 
print line. Sample: 


Three blank cells indicate the end of a print line. The 
numbers in the right margin are the number of words read at the 
point of the three blank cells. 


c. Insert a blank line between the transcriber’s note and the 
beginning of the line-numbered material. 


(See Sample 15-9: Marginal Numbers Indicating Words Read 
on page 15-17.) 


15.9 Verse-Numbered Texts in Religious Material 


15.9,1 Specific formats and guidelines are provided by many 
sponsoring agencies for the transcription of religious 
materials. 


15.9.2 Follow print when the print is in paragraph format and verse 
numbers are within the paragraphs. 


15.9.3 When text is in verse format: 


a. Begin each verse on a new line using 3-1 margins. 

b. Place the verse number, including the numeric indicator, 
at the right margin of the first braille line in the verse. 

c. All lines of text in this format end so at least two blank 
cells are left before the beginning of the longest verse 
number on the braille page. 

d. Do not repeat the verse number if it is more than one 
line. 

e. All notes to the text are at the bottom of the print page. 

f. Do not place line-numbered text on any line with a print 
or braille page number. 

g. Note changes in print format on the Transcriber’s Notes 
page. 


(See Sample 15-10: Marginal Numbers Used for Verse 
Numbers on page 15-18.) 
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15.10 Samples 


Sample 15-1: Margin-Numbered Paragraphs, page 15-8 

Sample 15-2: Prose Numbered Every Ten Lines, page 15-9 

Sample 15-3: Line-Numbered Prose with Transcriber’s Note, 
page 15-10 

Sample 15-4: Short Numbered Lines, page 15-11 

Sample 15-5: Poetry Line Numbers, page 15-12 

Sample 15-6: Lines of Dialogue, page 15-13 

Sample 15-7: Mixed Prose and Poetry, page 15-14 

Sample 15-8: Poem with Line Numbers and Rhyme Scheme, 


page 15-16 

Sample 15-9: Marginal Numbers Indicating Words Read, 
page 15-17 

Sample 15-10: Marginal Numbers Used for Verse Numbers, 
page 15-18 
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Sample 15-1: Margin-Numbered Paragraphs 


Now, the wolf had put on the old lady’s shawl and cap and 20 
slipped into the bed. Trying to imitate Grandma’s quavering little 
voice, he replied: “Open the latch and come in!” 

“What a deep voice you have,” said the little girl in surprise. 

“The better to greet you with,” said the wolf. 

“Goodness, what big eyes you have.” 

“The better to see you with.” 

“And what big hands you have!” exclaimed Little Red Riding 25 
Hood, stepping over to the bed. 
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(Return to Text) 
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10 
11 
12 
13 
14 
15 
16 
17 
18 
19 
20 


Sample 15-2: Prose Numbered Every Ten Lines 





How often, in her waking hours and in her dreams, 
280 had she started in wild horror and covered her face 
with her hands as she thought of her lover opening the 
door on the other side of which waited the cruel fangs 
of the tiger! 

But how much oftener had she seen him at the other 
door! How in her grievous reveries had she gnashed 
her teeth and torn her hair, when she saw his start of 
rapturous delight as he opened the door of the lady! 
How her soul had burned in agony when she had seen 
him rush to meet that woman, with her flushing cheek 

290 and sparkling eye of triumph; when she had seen him 


el la lll a ta Mie alle amelie celle 8 Reel alee ot tn de ee ad 








(Return to Text) 
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Sample 15-3: Line-Numbered Prose with Transcriber’s Note 


1 Itrainedall afternoon in a single tone. In the uniform and peaceful 
intensity you could hear the water fall, the way it is when you travel all 
afternoon on a train. But without our noticing it, the rain was pene- 
trating too deeply into our senses. Early Monday morning, when we 

5 closed the door to avoid the cutting, icy draft that blew in from the 
courtyard, our senses had been filled with rain. And on Monday 
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(Return to Text) 
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Sample 15-4: Short Numbered Lines 


and dangerous dive, as if trying to 
escape Graves Registration, where 
he would be tagged and sent home 
under a flag, dead of a heart attack. 

“Shut up, ...!” the soldier 
hissed, but Paul Berlin could not 
stop giggling, remembering: scared 
to death. 

Later they waded in after him, 
probing for Billy Boy with their 
rifle butts, elegantly and delicately 
probing for Billy Boy in the stinking 
paddy, singing—some of them— 
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(Return to Text) 
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Sample 15-5: Poetry Line Numbers 


Dear, beauteous Death; the jewel of the just! 
Shining nowhere but in the dark; 
What mysteries do lie beyond thy dust, 20 
Could man outlook that mark! 


He that hath found some fledged birdes nest may know 
At first sight if the bird be flown; 
But what fair dell or grove he sings in now, 
That is to him unknown Pe 


(Return to Text) 
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Sample 15-6: Lines of Dialogue 


CAESAR: Calpurnia! 
CASCA: Peace, ho! Caesar speaks. 
CAESAR: Calpurnia! 
CALPURNIA: Here, my lord. 
CAESAR: Stand you directly in Antonius’ way, 

When he doth run his course. Antonius! 
ANTONY: Caesar, my lord? 5 
CAESAR: Forget not, in your speed, Antonius, 

To touch Calpurnia; for our elders say, 

The barren, touched in this holy chase, 

Shake off their sterile curse. 
ANTONY: I shall remember: 

When Caesar says ‘do this,’ it is perform'd. 10 
CAESAR: Set on; and leave no ceremony out. 
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Sample 15-7: Mixed Prose and Poetry 
—107-— 


SECOND CITIZEN. 

Truly, Sir, all that [live by is with the awl; I meddle with 

no tradesman's matters, nor women's matters, but with awl. 

I am indeed, sir, a surgeon to old shoes; when they are in 

great danger, Ire-cover them. As proper men as ever trod upon 

neat's-leather have gone upon my handiwork ZS 


FLAVIUS. 
But wherefore art notin thy shop today? 
Why dost thou lead these men about the streets? 


SECOND CITIZEN. 

Truly, sir, to wear out their shoes to get myselfinto more 

work. But indeed, sir, we make holiday to see Caesar and to 

rejoice in his triumph 30 


MARULLUS. 

Wherefore rejoice? What conquest brings he home? 

What tributaries follow him to Rome. 

To grace in captive bonds his chariot wheels? 

You blocks, you stones, you worse than senseless things! 

O you hard hearts, you cruel men of Rome, 35 
Knew you not Pompey? Many atime and oft 
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Return to Text 
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Sample 15-8: Poem with Line Numbers and Rhyme Scheme 


I wonder do you feel to-day 
As I have felt since, hand in hand, 
We sat down on the grass, to stray 
In spirit better through the land, 
5 This morn of Rome and May? 


For me, I touched a thought, I know, 


Has tantalized me many times, 


(Like turns of thread the spiders throw 
Mocking across our path) for rhymes 


10 To catch at and let go. 
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(Return to Text) 
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Sample 15-9: Marginal Numbers Indicating Words Read 


7 The Rat That Had a Fast Rate 


Sandy had a rat that ate fast. She said, “That rat eats too 13 
much. I must make the rat slow down.” 21 
Sandy went to the store and got ten packs of gum. She said, 34 
“I will smear the gum on the oats.” Then she gave the oats to 48 


the rat. “Here are some oats,” she said. “You will have fun 60 


eating them.” 62 
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(Return to Text) 
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Sample 15-10: Marginal Numbers Used for Verse Numbers 
-144- 
76. Thus did We show Abraham the kingdom of the heavens and the earth that he 
might be of those possessing certainty: 


77. When the night grew dark upon him he beheld a star. He said: This is my Lord. 
But when it set, he said: I love not things that set. 
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(Return to Text) 
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Fundamentals 


All types of notes are simply called notes in this section. 
Notes give the reader additional information, e.g., the 
pronunciation of a word, etc. 


Note: There are unique situations for specific types of notes, 
such as tables and gloss notes in foreign language texts. 
(See Formats, §16.5.) 


16.1.2 For the purposes of these guidelines, a print reference mark 


is defined as any number, letter, or character used to 
indicate that there is an additional note to the matter that is 
being discussed. 


16.1.3 Print uses many different symbols to indicate the presence 


of a note, e.g., asterisk, dagger, hollow dot, superscripted 
numbers or letters, etc. 


16.1.4 |The print explanatory notes may be located: 


At the foot of the page. 

In the margin. 

Between lines of narrative text. 

In columns facing the narrative text. 

On a page facing the narrative text. 

Immediately above or below columned or tabular 
material. 
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16.1.5 


16.1.6 


16.2 
16.2.1 


16.2.2 


g. In a note section, either at the end of each chapter or at 
the back of the book. 

h. Online, with a URL provided in print. In this case, the URL 
is transcribed, but the transcriber is not responsible for 
putting the actual notes in the braille edition. 


Corresponding braille notes may be located: 


a. At the end of the print page, separated from text by a 
separation line. 

b. Before or within tabular material. 

c. At the end of the chapter or volume. 

d. In a separate volume for heavily annotated text. 


A Braille Reader’s Perspective. Providing a braille format 
for notes is difficult because two things are required. Notes 
must be easy to find when necessary, but also easy to skip 
for uninterrupted reading. 


Print Reference Marks 


Usually a reference mark is printed in the text after the 
word(s) to be explained (e.g., word!, word?, word", or 
word"). The reference mark is typically repeated in some 
form before the word at the beginning of the note (e.g., 

1. note, ?note, “note, or tnote). Follow print for the use of 
the reference marks. 


When print uses a symbol to indicate the presence of a note, 
use the braille equivalent that represents that print symbol. 
Follow print for spacing, capitalization, and punctuation. 
Braille reference marks should appear on the same braille 
line as the word (or last word) referenced. Examples of print 
reference marks and their braille equivalent (grade 1 
indicators are used as required but are not technically part 
of the symbol and should not be included in the Special 
Symbols list): 


Asterisk 

Dagger 

Double Dagger 
Superscripted number 1 
Superscripted letter b 
Superscripted hollow dot 
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a. Place the reference mark as shown in print, either before 
or after the word or phrase being referenced. 

b. List all reference marks used, along with the print 
symbols they represent, on the Special Symbols page. 

c. Asterisks, daggers, and double daggers that appear 
raised from the baseline are not considered to be in the 
superscript position. (See UEB, §3.3.1, Asterisk, Dagger, 
and Double Dagger.) Retain the superscript format for all 
other symbols. 


Example 16-1: Book with Asterisk Reference Mark 





Hamlet* 
*Othello 











Example 16-2: Hollow Dot Reference Mark with Punctuation 





(craft ) 
craft . 





Example 16-3: Dagger Reference Mark with a Dash 





Now is the time for all brave men to fly to Mars’ —thencome home. 











Example 16-4: Numbered and Lettered Notes 





script’ or libretto® 





(See Sample 16-1: Multiple Reference Marks on page 
16-17.) 
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Emphasis Used to Identify Reference Marks 


d. 


Follow print when emphasis is used to identify words or 
phrases with reference notes, e.g., all footnotes are 
underlined, blue print represents vocabulary, and 
highlighting represents glossary notes. 


. When it is clear that one type of emphasis indicates 


notes, explain this in a transcriber’s note. Sample: 


All of the bold words in this volume have reference notes 
associated with them. 


Example 16-5: Reference Indicated by Underlining 








Telemachus’ frenzy struck someone as funny. 
and soon the whole room roared with laughter at him, 
so that all tension passed. ... 170 








Notes without a Reference Mark 


d. 


b. 


C. 


Some notes may appear in the margin, alongside the 
referenced text, using no print symbol or emphasis. 
Insert the word “note”, enclosed in transcriber’s note 
indicators, after the point of reference in the text. 

The embedded note must be on the same line as at least 
one word or phrase to which it applies. 


Note: Do not confuse marginal notes with sidebars. (See 
Formats, §12, Sidebars.) 
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Example 16-6: Note without a Print Reference Mark 





That floating stuffis called slag. The slag Slag is the dross of metal 
is then skimmed off. 











Notes 
Place notes at the end of the print page. 


a. 


—h 


Separate notes from text by a note separation line 

- (5, 25, 25, 25, 25, 25, 25) across seven cells. 
The separation line cannot be on the last line of the 
braille page. 


. Insert a blank line before a note separation line only 


when the blank line is required by other formats, such as 
the end of a list. Exception: To reinforce a change in 
context, insert a blank line before the page change 
indicator when the text after the page change indicator 
begins in the same cell as note runovers. Leave line 1 of 
the following braille page blank if the note ends on line 
25 and the text following the note begins in the same cell 
as the note runover. 

List notes in the order in which they appear in the text. 
Do not group them by symbol or typeform. 


. Follow print for the use of reference marks. This may 


result in different marks being used at the point of 
reference within text and before the corresponding 
footnote. Do not add a reference mark if one is not used 
in print. Use 1-3 margins; for additional paragraphs in a 
note, use 5-3 margins. Note: Do not repeat transcriber- 
defined indicators before notes when there are no print 
reference marks. (See Formats, §16.3b.) 

Use the entire width of the braille line for notes. 

Retain font attributes unless all notes using the same 
reference mark are entirely emphasized. Do not retain 
font attributes for line numbers. 


. Notes may be separated by a title/heading or a blank line 


when there are multiple titles with separate note 
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references on one print page. Use cell-5 headings for the 
titles/headings. 

h. Do not insert a blank line between a note separation line 
and a title or heading. (See Sample 16-2: Notes with 


Headings on page 16-18.) 
i. Notes in tables are discussed in Formats, §16.8. 


Example 16-7: Note Placement 





“T know—that’s whatI’m saying—the old stories about the ka’tsina 
spirit’ and Yellow Woman can’tmean us.” 


*ka’tsina spirit: A mountain spirit of the Laguna Pueblo Indians. 











(See Sample 16-3: Sequentially Numbered Notes on page 
16-20.) 





16-6 Section 16 
Notes 


16.6 


Example 16-8: Note with Range of Line Numbers 




















Juliet. Not proud you have, but thankful that you have. 164-166 I'm not pleased, but | 
165 Proud can I never be of what I hate, am grateful for your intentions. 
But thankful even for hate that is meant love. 
Example 16-9: Highlighted Note Reference 
Predacious, fierce, secretive, majestic, and even wise are 
adjectives that describe the owl. 
predacious: characteristic ofa predator 











Gloss Notes in Foreign Language Texts 


Notes that translate words, phrases, or terms used ina 
foreign language text are considered gloss notes. Note: This 
formatting only applies to gloss notes; other types of 
reference notes in foreign language materials are placed as 
directed in Formats, §16.5. 


a. Place gloss notes in foreign language materials on the 
line following the material to which the note applies. 

b. Use 7-5 margins and follow print for any reference marks 
used. 
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c. If no print reference mark is used, insert an embedded 
transcriber’s note following the point of reference within 
the text. 


16.7 Miscellaneous Notes Issues 


16.7.1. Treat multiple-marked or unmarked reference points on the 
same line as separate references. (See Sample 16-4: Two 
Marked Notes on an Unnumbered Print Line on page 16-21.) 


Example 16-10: Two Unmarked Notes on a Numbered Print Line 





Brutus: Romans, countrymen, and lovers! Hear me for my 
cause, and be silent, that you may hear: believe me. 15 


14 Romans: citizens ofRome 
14 countrymen: Italians 








16.7.2 Transcribe each reference mark used at the same reference 
point as a separate indicator. Follow print order for these 
reference marks. 
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Example 16-11: Two Indicators at Same Reference Point 





The semester was beginning witha 


flurry ofactivities. All the students Tsyllabus: the subject studied for a particular 
were preoccupied with the details of ee eee 
the syllabus: that was disseminated ‘study : 

by the professor at the opening 

class. 














16.7.3 Notes with Pronunciation. Do not add a second 
uncontracted spelling for words with pronunciation. 


Example 16-12: Note with Pronunciation 





The building had a festive air on the outside that contrasted with its 
inner staidness. Little by little, Juan was absorbed by his job, and he felt at 
peace since he was doing everything he could to get his letter for Mariana. 


staidness (stad'nis) . a quiet, often strait-laced dignity 
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16.7.4 


10.7 <5 


16.7.6 


Notes Containing Displayed Quoted Material. When a 
note contains quoted matter set off from the body of the 
note by blank lines, quotation marks, change of margins, or 
font attributes, use the listed format of 1-3 for the note, and 
use the guidelines found in Formats, §9, Displayed Material, 
Attributions, and Source Information. (See Sample 16-5: 


Note with a Quote on page 16-22.) 


Notes Referring to Notes on a Different Page or ina 
Different Volume. When a note refers to another note 
located on a different page or in a different volume, repeat 
the referenced note after the original note. Transcribe 
multiple-referenced notes in the order mentioned in the 
Original note. 


a. Transcribe the note on the current page using 1-5 or 1-7 
margins, depending on the number of references included 
in the note. Use a nested list format if more than two 
additional levels of references are included. The nested 
list format for notes is used only on these pages. Use 1-3 
margins for notes on all other pages. 

b. Transcribe the note referencing the first note using 3-5 or 

3-7 margins, depending on the number of notes. 

Use 5-7 margins for a note referencing the second note. 

. Include both page location information and reference 

marks, when given. 


ao 


Note: Do not repeat a referenced note in a volume of 
endnotes, where notes are transcribed exactly as written. 


(See Sample 16-6: Repeated Note on page 16-23.) 


Notes Continued on Additional Print Pages. When a 
note is divided between print pages, complete the entire 
note on the print page on which it begins (before the print 
page change indicator). When the continuation of a print 
note is the only material on the following page, place the 
page change indicator following the note. Treat the page 
with the continued note as if it is blank; combine that print 
page number with the following print page number. (See 


Sample 16-7: Continued Note on Next Print Page on page 
16-24.) 
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16.7.7 


16.8 
16.8.1 


Notes on Facing Pages. Use combined print page numbers 
when transcribing text and notes printed on facing pages. 
Lettered continuation pages require the combined print page 
numbers. (See Sample 16-8: Notes on Facing Page on page 
16-26.) 

a. An agency may request that notes be provided in a 
separate volume(s) when a book has text and notes on 
facing pages. In this situation, use combined page 
numbers in both volumes of text and notes. Indicate that 
the notes are in a separate volume on the Transcriber’s 
Notes page. Sample: 


The text and the notes to the text are in separate volumes. 


b. The following is an example of the volume and page 
numbering for the individual volumes. The text is in the 
first volume, with notes in the following volume. 


Volume 3 
Braille pages t1-t5 and 1-67 
Print pages 45-a/0 


Volume 4 
Braille pages t1-t5 and 1-55 
Print pages 45-a70 


Notes in Tables and Columned Material 
Notes in Table Format 


a. Place notes before tables as, in most situations, they 
need to be read before reading the table to understand 
the entries in the table. 

b. Insert a transcriber’s note before the table. Sample: 


Note(s) in the table below. 


c. Do not include the note(s) within the transcriber’s note. 

d. Place a blank line after the transcriber’s note and then 
insert the reference note(s). 

e. Use 1-3 margins for all notes. 

f. Begin each note with the appropriate reference mark, 
followed by the note on the same line. 

g. Do not leave blank lines between notes. 
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16.8.2 


16.9 
16.9.1 


16.9.2 


h. Other transcriber’s notes follow the reference note(s). 
(See Sample 16-9: Note in Column Entry on page 16-27.) 


Notes in Alternate Table Formats. Insert notes to listed, 
linear, and stairstep tables within the table. 


a. 
b. 
ci 


Use 7-5 margins for all notes. 

Do not leave a blank line between notes. 

Listed format: Insert the note on the next line after the 
completion of the cell entry. 

Linear format: Insert the note on the next line after the 
completion of the entire row. 

Stairstep format: Insert the note on the next line after 
the completion of the cell entry. 

A reference mark may be included in a keyed 
transcriber’s note. Insert the note after the completion of 
the transcriber’s note explaining the key. 


(See Sample 16-10: Notes in a Listed Table on page 16-28.) 


Endnotes 

Notes may be combined in a special section at the end of a 
chapter or at the end of a book. Usually endnote sections 
use consecutive superscript numbers within the chapter and 
do not use font attributes. 


General Provisions for Endnote Sections 


d. 


b. 


Follow print for the placement of endnote sections at the 
end of each chapter. 

Endnotes at the end of a book generally are divided and 
placed at the end of the volume in which the references 
appear. 

Extensive endnote sections may be placed in a separate 
volume. This transposition of endnotes must be 
mentioned on the Transcriber’s Notes page in each 
volume. Sample: 


The endnotes to the text are in a separate volume. 
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16.9.3 


Example 16-13: Extensive Notes in a Separate Volume (Print Only) 





1170 “For the love ofthe Wife of Bath.” For the order of words cf. the 
Grekes hors Synoun, SqT, V, 209; The kynges metynge Pharao, BD, 282; 
Eleyne that was Menelaus wif his brothir, Bo, iv,m. 7, 7. Other examples 
are given by Skeat in his note on the passage in the SgT. In the earlier 
form ofthe construction the proper name was putin the genitive (“the 
Kinges sone Henries,” AS. Chron.,s.a., 1140), andthere was therefore no 
ambiguity. 

1171 secte, either “Sect” or “Sex.” The former meaning is established 
for Chaucer, and Kittredge, in his discussion of the Marriage Group, took 
it in that sense here. The Clerk, he held, was describing the Wife as a 
heresiarch. For objections see H. Kékeritz, PQ, XXVI. 147 ff., who 
argues for the meaning “Sex.” 








Format of Endnotes 


a. Begin an endnote section on a new braille page. 

b. Insert the heading NOTES if the text does not include a 
heading at the beginning of the note section. Enclose it in 
transcriber’s note indicators, on line 1 (line 3 if a running 
head is used). 

c. Use 1-3 margins for each endnote. 

d. Do not add print page numbers to the notes if they do 
not appear in print. 

e. Before the note section in each volume, repeat lists of 
abbreviations for book/magazine titles referred to in the 
endnotes. List the abbreviations using 1-3 margins and 
follow print for punctuation, capitalization, and font 
attributes. Also follow print for the capitalization and use 
of font attributes for the abbreviations within the 
endnote. 
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16.9.4 


16.10 
16.10.1 


16.11 
16.11.1 


Example 16-14: List of Note Abbreviations (Print Only) 





NOTES 
Abbreviations 


NCC _ North Carolina Collection, Louis Round Wilson Library, 
University of North Carolina at Chapel Hill 

NCSA _ North Carolina State Archives, Raleigh, North Carolina 

RCC Rockingham Community College, Historical Collections Room, 
Gerald B. James Library, Wentworth, North Carolina 

SHC Southern Historical Collection, Louis Round Wilson Library, 
University of North Carolina at Chapel Hill 

UNC-G University Archives and Manuscripts, Walter C. Jackson Library, 
University of North Carolina at Greensboro 











(See Sample 16-11: Endnotes on page 16-30.) 


Endnote Sections without Reference Marks. If the 
endnote section shows only print page numbers and/or print 
line numbers, and there are no print reference marks in the 
body of the text: 


a. Begin each endnote with the print page number. Include 
the line number as well as the print page number for 
line-numbered material. 

b. Do not insert a reference mark within the text. 

c. Do not include braille line numbers in the note section. 


Heavily Annotated Materials 


Extensive notes can interrupt the flow of reading. The 
requesting agency may choose to: 


a. Create an endnote section at the end of a volume. 
b. Move the notes to a separate volume, retaining print 
page numbers. 


Keying Technique for Marginal Labels 


Labels printed in the margin can be intrusive in braille and 
great care needs to be taken to not interrupt the flow of text 
any more than necessary. List the labels in a key before the 
text. 
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a. Devise a key by assigning letters for each label that 
reflect the meaning of the print label. 

b. Do not use numbers as a key for marginal labels. 

c. Do not use contractions or letters that comprise short 
form words as keys for marginal labels. 

d. Leave a blank line before and after the list of keyed 
items. 

e. Use 1-3 margins for key items and list them in the order 
in which the labels occur in the accompanying text. 
Note: The dot locator for “mention” is not required 
preceding letters that represent keys. 

f. The complete key is enclosed in a transcriber’s note. 
Place the closing transcriber’s note indicator following the 
last item in the list. 

g. In the text, insert the assigned key, followed by a space, 
before the appropriate material. Use braille grouping 
indicators to enclose the affected text. Explain this usage 
in a transcriber’s note. Sample: 


In print, labels appear in the margin of the following letter. 
In braille, the labels are keyed. The keyed label is inserted 
before the beginning of the text to which it applies. Labeled 
phrases or sentences are enclosed in braille grouping indicators. 
Symbols used below: 


234; Opening braille grouping indicator 
3. Closing braille grouping indicator 
Key to labels: 
Title 
Author (last name first) 
Year of birth 


Date of publication 
Publishers 


(See Sample 16-12: Marginal Labels on page 16-32 and 
Sample 16-13: Labeled Letter on page 16-34.) 





16-15 Section 16 
Notes 


16.12 


Samples 
Sample 16-1: Multiple Reference Marks, page 16-17 


Sample 16-2: Notes with Headings, page 16-18 
Sample 16-3: Sequentially Numbered Notes, page 16-20 


Sample 16-4: Two Marked Notes on an Unnumbered Print 


Line, page 16-21 
Sample 16-5: Note with a Quote, page 16-22 
Sample 16-6: Repeated Note, page 16-23 
Sample 16-7: Continued Note on Next Print Page, page 
16-24 
Sample 16-8: Notes on Facing Page, page 16-26 
Sample 16-9: Note in Column Entry, page 16-27 
Sample 16-10: Notes in a Listed Table, page 16-28 
Sample 16-11: Endnotes, page 16-30 
Sample 16-12: Marginal Labels, page 16-32 
Sample 16-13: Labeled Letter, page 16-34 
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Sample 16-1: Multiple Reference Marks 


*EDS. NOTE—Orwell was writing in 1936, when Hitler and Stalin 
were in power and World War II was only three years away. 
**EDS. NOTE —Rqj: sovereignty. 
***EDS. NOTE —From time immemorial. 
TEDS. NOTE —In terrorizing him. 
+EDS. NOTE —Thatis, gone into an uncontrollable frenzy. 


(Return to Text) 
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268 


Sample 16-2: Notes with Headings 


I like a look of Agony 


Emily Dickinson 


I like a look of Agony, 
Because I know it’s true— 
Men do not sham Convulsion, 
Nor simulate, a Throe— 


The Eyes glaze once—and that is 
Death— 

Impossible to feign 

The Beads upon the Forehead 

By homely Anguish strung. 


3 sham Convulsion: pretend to 
have a seizure. 
4 Throe: sudden surge of pain. 


“hood Wight, Willie Lee. V1l see You in the Morning 


Alice Walker 


Looking down into my father’s 
dead face 

for the last time 

my mother said without 

tears, without smiles 

without regrets 

but with civility! 

“Good night, Willie Lee, ’'ll see you 
in the morning.” 


10 And it was then I knew that the healing 
of all our wounds 
is forgiveness 
that permits a promise 
of our return 
at the end. 


1 civility: politeness, especially of a 
merely formal kind. 
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—New Braille Page 


1 


Return to Text 
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Notes 


Sample 16-3: Sequentially Numbered Notes 


To my Lord’s!in the morning, where I met with Captain Cuttance. But my Lord not 
being up, I went out to Charing Cross to see Major General Harrison hanged, drawn, and 
quartered—which was done there—he looking as cheerfully as any man could do in that 
condition.... 


1. my Lord’s: Edward Montagu (1625-1672), earl of Sandwich; he was a cousin of 
Pepys and his superior at the Naval Office. 

2. Harrison: Thomas Harrison (1606-1660), one ofthe people responsible for the 
execution of King Charles Iin 1649. 


—New Braille Page— 


(Return to Text) 
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10 ‘28: 


11 
12 
13 
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Sample 16-4: Two Marked Notes on an Unnumbered Print Line 


Hath in the skirts of Norway here and there 
Shark’dup alist of lawless resolutes,” 

For food and diet,’ to some enterprise 

That hatha stomach in’t; which is no other 





Shark’d up Got togetherin haphazard fashion; resolutes Desperadoes. 
food and diet No pay but their keep. 


(Return to Text) 





Section 16 
Notes 


16-21 


Sample 16-5: Note with a Quote 


‘Sheridan will not succeed at Bath with his oratory. Ridicule has gone down before him, and, 
I doubt, Derrick is his enemy.”* 


“Mr. Sheridan was then reading lectures upon Oratory at Bath, where Derrick was Master of the 
Ceremonies; or, as the phrase is, KING BOSWELL. Dr. Parr, who knew Sheridan well, 
describes him ‘as a wrong-headed, whimsical man.’ ... Take a sample: 


“None but the brave 
None but the brave. 
None burt the brave deserve the fair.” 


Naughty Richard [R. B. Sheridan], like Gallio, seemed to care nought for these things.’ Moore's 
Sheridan, i. 9,11. 


(Return to Text) 
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14 
15 


Sample 16-6: Repeated Note 


Do you feel that it is acceptable for a counselor to act as an expert in viability — or 
employment opportunities that could result from a music education’? 


*See:.4 Blind Music Student's College Survival Guide 


And, how many are aware that published labor statistics clearly dispel these myths” ? 


(Return to Text) 


—New Print Page— 
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Sample 16-7: Continued Note on Next Print Page 
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(Return to Text) 
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Sample 16-8: Notes on Facing Page 

















Act III, Scene 1] JULIUS CAESAR 101 
Enter a Servant. 
Brutus 
Soft! who comes here? A friend of Antony's. 
Servant 
Thus, Brutus, did my master bid me kneel; 135 
Thus did Mark Antony bid me fall down; 
And, being prostrate, thus he bade me say: 
Brutus is noble, wise, valiant and honest; 
Cesar was mighty, bold, royal and loving: 
Say I love Brutus and I honor him; 140 
Say I fear’d Caesar, honor’d him and lov’d him. 
If Brutus will vouchsafe that Antony 
: May safely come to him and be resolv’d 
143 I 
Meso Se. How Cesar hath deserv’d to lie in death, 
Mark Antony shall not love Cesar dead 145 
So well as Brutus living, but will follow 
The fortunes and affairs of noble Brutus 
Cis enh iran Thorough the hazards of this untrod state 
With all true faith. So says my master Antony. 
untrod state new government. 
Brutus 
Thy master is a wise and valiant Roman; 150 
I never thought him worse. 
Tell him, so please him come unto this place, 
He shall be satisfied and, by my honor, 
Depart untouch’d. 
Servant 
155 presently immediately. T'll fetch him presently. . eae 
[Exit. 
Brutus 
I know that we shall have him well to friend. 
Cassius 
I wish we may: but yet have I a mind 
F That fears him much, and my misgivings still 
158 still always, Falls sl aly 't6-th 
159 falls shrewdly happens to an extreme degree. Therefore, PRE ELL SAN Oa Sl dad 2d 
“My suspicions unfortunately are always accurate.” Reenter Antony. 
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Sample 16-9: Note in Column Entry 


TABLE 7.1 
Social Readjustment Rating 


Scale 


Death of spouse 
Divorce 


Marital separation 

Jail term 

Death of close family member 
Personal injury or illness 
Marriage 





* Marriage was arbitrarily assigned a stress value of 500; no event was found to be any more 
than twice as stressful. Here the values are reduced proportionally and range up to 100. 


e-e 
++ +@ @- e@ -@ @- e@- - @: ee 
ey weet ae e- : ee -e 
-@ @- @--- e- ee... 
++ @+ ee ++ @: @- eco 
‘@@-e ++ @@ -@@- -- -@ 
Perceare :e e- e- 
e@ -@@e--+ eee: -ee- :@ 
~+ @- ++ -@-@© 00 -@ ee 
-@ -@-@ @- @-e-.-- e- 
++ @@ -@© @- -@©@- eee. oa ee 
eo -e : + :@ @e@ @- -- 08 -@ -e ee 
e -@ @- @- @- eo e 
e@-@-0-e-e e- ‘@e@- -@-e-- 
@- ++ @- +: -@ eo +@ -@ ©@ eee. 
ee e- ee eo ee -- ++ ++ @- 
©: @- eee. - e ecoee e-e-- 
eo. e-- ++ @- @- @- -@ ee-e 
ee-.- e ‘ee ao eo -e 
© ©8 ee ce ce © 00 ce 00 ce ce co ce co 
‘e@30e ee -- ee e- eee 
-@ e-e -@e- -e eo e-e- 
eo @ re es te ee e-e- 
-@e- eo -ee- ©: eee. 
-@e- e-e -@ @- @- -@© 08 -- -@ 
eo.-- e@-+ ++ e@ @- @- 
-@ ee oa eo -0© -@ -e@e- e- a) 
1@ ee ‘@-e ++ +@ @+ 0@ e- e- 
eo... ans ae ee ee e- e- 
:@ ee : + :@@: -@@ :@ 00 ce 
:e@-e@ e-e ++ @@ +: @- @ ee 
ee.-- : or) cr ) e- -e°@ 
‘e@0e + ee eco e- coe: 
:e@-e@ e-e ++ :@ @- -e@ eco ++ @- 
ee ‘e@- -e ee - @- 
-@ ee + @0@ 00 -© @- ee e- e- 
-e@°@ e-e + @- e@ @- -@ -@-- @- 
eo. e@e- -© @- ©- @- -- @- 
-@ ee oa eo ee: -e©@- eee. 
:@ ee ee ++ +@ @@ @- +--+ e@ -@ 
eo. : ee. e-e- a arial Tabs 
eo ce co 
-@-@ 


(Return to Text) 


e- 
e- -@ 
-+ @@ 
spied Qa 
e- 

:@ 

ee ee 
-@ -@ 
e@-e- 
e@- e- 
ee ee 
-@ -@ 
‘@ -@ 
-@ -@ 
‘@ -@ 
ee 

-e@ 

ee 

-@e- 
e@- e- 
++ @- 





16-27 


Section 16 
Notes 


Sample 16-10: Notes in a Listed Table 


Main Products of the World’s Mines 


LEADING PRODUCERS 
(% TOTAL) 


PRODUCT 


Precious Metals 
silver 

gold 

platinum 


Fossil Fuels 
coal 
petroleum 
natural gas 


*1,000 Metric tons 
**Cubicmeters 


ANNUAL 
PRODUCTION* 


4,600,000 
3,000,000 
2,000,000** 


Mexico (15%), U.S. (12%) 
South Africa (28%), U.S. (14%) 
South Africa (50%), Russia (42%) 


China (24%), U.S. (20%) 
Russia (15%), Saudi Arabia (13%) 
Russia (31%), U.S. (24%) 
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Sample 16-11: Endnotes 
Notes 


Chapter 1: “Ike” 


Among the books I consulted in writing this chapter, the following were 
particularly helpful: Winston S. Churchill, Painting as a Pastime; Ferguson, The 
Pity of War; Lukacs, Five Days in London, May 1940. 

In general I have based British casualty numbers on generally accepted figures. 
Ferguson’s The Pity of War analyzes these very accurately and in great detail. 
Casualty numbers for the First Battle ofthe Somme are based on those in Prior and 
Wilson, The Somme, 300-302. 


1. Alanbrooke, War Diaries, 355—505. This is a constant theme in Alanbrooke’s 
diary entries, though he does vary it from time to time with even more 
exasperated remarks about Ike, such as, “Heis a hopeless commander” (638). 

2. Winston S. Churchill, Into Battle: Winston Churchill’s War Speeches, speech in 
the House of Commons, May 19, 1940, 212. 

3. Larrabee, Commander in Chief, 347. 

4. Winston S. Churchill, nto Battle, speech in the House of Commons, June 4, 
1940, 219. 

5. Calder, The People’s War, 113. 

6. Winston S. Churchill, Never Give In! speech of November 10, 1942, 342. 


—IZTI— 
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ial ae 16- = Sie aba Labels 


Se oe eae ae 
dibctan 


Indent at 
Opinion Although some people might secs 


statement | watching TV or napping, for me 

swimming is the best way to relax. First 
of all, swimming quiets my mind. After 
a few laps, all the day’s worries just 
drain out of me. In addition, swimming 
energizes me. The deep breathing sends more oxygen to my 
brain and muscles. Afterwards, I’m wide awake and refreshed. 
If I have homework to do, I can concentrate better on it. 
Furthermore, I’m never sore after swimming, as I sometimes 
am after running and other kinds of exercise. Some people 
might say that swimming laps is boring because you’re not 

1 realy going anywhere, but for me it’s a path to feeling good. 
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Sample 16-13: Labeled Letter 


MODEL: Social Letter 


101 Thonticetle Roack 
Heading Cotueonbees, Oto #3219 
October 2,/9_ 


Cror Jeremy, Salutation 
Po was Atally grad Ae GE yen, LCA 


Wyre re getting Asacty gor tht asccer 
ALQALE AFWrAL Mew; as wow Anew: APL 
ee ee 
tne 4A Asay w— 

Please “rite Again 4007. 


Complimentary close pour prené, 
Signature Andrea 
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Section 17 
Spelling Lists and Activities 
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SAMIDISS 2 os senate cans sesens se asecamnc ness anee ose mas cannes asec ois mene sees asoa see aenennne es 17-13 


Fundamentals 


17.1.1 Spelling texts, also referred to as spellers, include a variety 


of teaching methods (e.g., emphasis of certain letters, 
omission of letters, scrambled letters, deliberate 
misspellings, etc.) to reinforce the proper spelling of a word. 
This section applies only to these types of situations, in 
which the spelling or the formation of the word is the most 
important consideration. 


17.1.2. A Braille Reader’s Perspective. Uncontracted braille is a 


17.2 


key element that aids the reader in using spellers. Care 
must be taken to ensure the appropriate use of uncontracted 
vs. contracted braille. 


Spelling Word Lists 


17.221 Word lists, appearing typically at the beginning of chapters 


or lessons, may be intended to teach how each word is 
spelled. These are called spelling word lists. Another kind of 
word list, called a vocabulary word list, may be included for 
the purpose of teaching their meanings. These are treated 
as simple lists in braille. (See Formats, §8, Lists.) 


17.2.2 One of the difficulties in working with spelling word lists is 


determining if the words, or even just sets of letter 
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combinations, should be contracted. A spelling list appears 
typically at the beginning of a chapter or lesson, identifying 
the words to be studied. It may be a simple list of words, or 
may be focused on a specific set of letter combinations. As 
the first word list in the lesson, it is considered the spelling 
word list. 


Ignore font attributes used for entire spelling word lists. 
List spelling words vertically using 1-3 margins. 
Contract the first writing of the spelling word or phrase. 
Repeat the words/phrases in uncontracted braille. 
Leave one blank cell between the contracted and 
uncontracted words. When the list consists of phrases, 
leave two blank cells between the phrases. 

f. A list of spelling words may appear again in the lesson, 
either as a partial or complete list, often as a boxed 
sidebar. Repeat such word lists as they appear in print 
using contracted braille only. 

g. Longer word lists, showing only the contracted form, may 

be changed to columns. This is not recommended for 

early grade material. 


(See Sample 17-1: Spelling List on page 17-14.) 


Word Lists Used with Activities 


Spelling books are full of activities to support learning. The 
activity heading and/or directions are used to help 
determine if the word list needs to be contracted or 
uncontracted. 


eoo009m 


Uncontracted Activity Word Lists. The following 
words/phrases are typical terminology indicating the word 
list should be uncontracted. 


Alphabetize 

Letter order 

Look it up in the dictionary 
Match letters 

Misspelled 

Scrambled 

Spelled differently 

Start with the same letter 
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Write the base word 
Word search puzzle 


(See Sample 17-2: Activity Word List for Alphabetizing on 
page 17-15, Sample 17-3: Pronunciation Words in a List on 
page 17-16, and Sample 17-4: Scrambled Words on page 
17-17.) 

Contracted Activity Word Lists. Word lists with activities 
centered around the use of the words usually are contracted. 
Sample key phrases indicating the word list should be 
contracted include: 


Write a word that means the same. 
Write the missing word. 

Write the word that belongs. 

Write the word that rhymes. 


(See Sample 17-5: Activity Word List on page 17-18.) 


Word Lists with Partial Emphasis 


Word lists may focus on certain aspects of spelling by use of 
partial emphasis. 


a. Follow print for emphasis. 

b. Transcribe each word contracted, uncontracted, and 
uncontracted with partial emphasis. 

c. If required, insert the appropriate termination indicator to 
indicate the end of the emphasis in a partially 
emphasized word. 

d. Leave one blank cell between each spelling of single 
words. Leave two blank cells between phrases. 

e. List all words and/or phrases vertically using 1-3 
margins. 


(See Sample 17-6: Word List with Partial Emphasis on page 
17-19.) 


Marked Words in a List 


When items in a list are marked with a special shape or icon, 
follow print for the symbol used. If a print symbol does not 
have a corresponding symbol in braille, devise a symbol 
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17.7 
17.7.1 


17.7.2 


using a shape indicator or a transcriber-defined symbol 
indicator. (See UEB, §3.26, Transcriber-defined Symbols.) 


a. Begin the symbol or icon in cell 1 followed by at least one 
space. 

b. Align the beginning character of all items. Begin runovers 
two cells to the right of the beginning of the items. 

c. Transcribe multi-column lists with marked items 
vertically. 

d. List all symbols/icons on the Special Symbols page, or in 
a transcriber’s note before the text. Exception: The 
bullet symbol (dots 456, 256) is not required to be listed 
on the Special Symbols page. 


(See Sample 17-7: Word List with Two Different Print 
Symbols on page 17-20.) 


Definition Lists 
Entry words are contracted only, and are not repeated in 
uncontracted form. 


a. Ignore entry word font attributes, except when distinction 
is required, e.g., foreign words. 

b. Leave one blank cell between an entry word and its 
definition when the entry word is followed by 
punctuation, or if the definition starts with an uppercase 
letter. 

c. Leave two blank cells between entries and definitions 
when the entry words are phrases instead of individual 
words, if they are not followed by punctuation, or if the 
definition begins with a lowercase letter. 


(See Sample 17-8: Definition List with Two Spaces After 
Entry Word on page 17-21 and Sample 17-9: Word Usage 
List on page 17-22.) 


Word Lists in Foreign Language Texts 


Vocabulary lists or word lists are often found at the 
beginning or end of individual chapters or lessons in foreign 
language materials. Follow print for placement. 


Transcribe vocabulary or word lists that consist of only 
foreign words or short phrases as follows: 
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a. Ignore special typeface used for the listed words. 

b. In a word list with translations, insert a colon following 
the entry word and continue the translation on the same 
braille line. Do not use columnar format. 


Example 17-1: Vocabulary/Word List in a Foreign Language Text 





el medio ambiente environment 
el mundo world 








c. If a single phrase with its translation is too long to fit 
across the width of the braille page, begin the foreign 
language item in cell 1 and the translation in cell 3. All 
runovers begin in cell 5. 


Use the following format when articles, reflexive pronouns, 
special print signs, or specially marked items are shown 
before foreign language words in a vocabulary list. 


a. Begin the longest article, reflexive pronoun, etc. in cell 1. 

b. Align the initial letters of the foreign language words. 

c. The left margin is the braille cell in which the initial letter 
of the entry words appears. 

d. Adjust each braille page to align the main entry words on 
that page. 

e. All runovers are two cells to the right of the main entry 
left margin. If the main entry begins in cell 4, runovers 
are in cell 6; if the main entry begins in cell 5, runovers 
are in cell 7. 

f. Begin subentries two cells to the right of the main entry 
margin and adjust the runovers accordingly. If the main 
entry begins in cell 5, all subentries begin in cell 7 and all 
runovers begin in cell 9. 
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Example 17-2: Foreign Language Vocabulary List with Articles 





la medicina medicine 
las pastillas, las pilodoras _ pills, tablets 
el sintoma symptom 

la tos cough 

toser to cough 








Syllabified Words 

Do not contract syllabified single and compound words in 
spelling lists. Note: this only applies to spelling lists or 
activities. 


a. Do not divide a syllabified word between lines unless it is 
too long to fit on a single line. If a word is divided 
between lines, it must be at a syllable break. (See 
Sample 17-10: Syllabified Words in a Spelling Activity on 
page 17-23.) 

b. Follow print when print uses spaces, dots, hyphens, etc. 
to separate syllables. 


Example 17-3: Syllabified Words in a Spelling List 





en er gy 
mo tion 
velocity 
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Blanks and Omissions 

Lines Indicating Omitted Parts of Words. When text 

refers to spelling or word structure: 

a. Follow print for whatever symbol is used to represent a 
blank to be filled in. 

b. If applicable, use contractions in the portions of the word 
attached to the low line or other symbol. 


Example 17-4: Partial Word Blanks 





ThetunnelsinBostonarevery perplex ___. 
Whenarethe _s due? 

Iin _ ed the intensity. 
Areyougoingtome _—? 

Don’tac___ yet. 











Omitted Letters. Do not contract words showing omitted 
letters in spelling lists. 


a. Follow print for symbols used to show omission. A 
substitution may be made if accurate representation of 
the print symbol in braille would hinder the reader’s 
recognition of the concept under discussion. Explain the 
choice of the substituted symbol in a transcriber’s note. 


Example 17-5: Omitted Letters Represented by Symbols 





Qaeeed 





b. Follow print when hyphens indicate a specific number of 
missing letters. 
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17.10.3 


Example 17-6: Omitted Letters Represented by Hyphens 














(See Sample 17-11: Omitted Letters Identified in Directions 
on page 17-24.) 


Intentional Errors 
It is important to avoid providing answer choices or solutions 
when intentional errors appear in an exercise. 


Unmarked Errors. When entire passages have unmarked 
intentional spelling errors that are to be identified and/or 
corrected by the reader, transcribe them in uncontracted 
braille. 


Example 17-7: Unmarked Errors to be Identified 





today I wint shopping for new shoes? The weather has tumed verry cold 
for Easter. Lets go for icecream. Please! wash your hands before make the 
sandwich. 








(See Sample 17-12: Unmarked Intentional Spelling Errors 
on page 17-25.) 

Marked Spelling Errors. When print calls attention to 
errors by means of a font attribute (e.g., underline, italics, 
color, highlighting, etc.) the designated words are 
uncontracted, and the remainder of the passage is 
contracted. 


(See Sample 17-13: Marked Intentional Spelling Errors on 
page 17-26 and Sample 17-14: Errors to Be Identified in 


Exercise on page 17-27.) 
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Crossed-Out Letters 


When listed or displayed words relating to spelling or word 
structure are shown with crossed-out letters: 


a. Transcribe words with crossed-out letters in uncontracted 
braille. 

b. Show the word as spelled, without indicating the crossed- 
out letters. 

c. Then repeat the word, substituting a hyphen :: (36) for 
each crossed-out letter. 

d. Explain the use of the hyphen in a transcriber’s note. 
Sample: 


Words with crossed-out letters are uncontracted, then 
repeated with a hyphen substituted for each crossed-out letter. 


Example 17-8: Crossed-Out Letters in Word List 





gear 
heater 
ideal 
jeans 








When words are shown with crossed-out letters within 
sentences: 


a. Follow points in Formats, §17.11.1 a-c. 
b. Enclose the repeated word in an embedded transcriber’s 
note to distinguish it from surrounding text. 
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c. Explain this usage in a transcriber’s note. Sample: 


Words with crossed-out letters are uncontracted, then 
repeated with a hyphen substituted for each crossed-out letter. 
The repeated word is enclosed within transcriber’s note 
indicators. 


Example 17-9: Crossed-Out Letters in Sentences 





The heater in the room did not work. 

My jeans shrunk in the dryer. 

Did you pack your gear for the camping trip? 
That is my ideal vacation! 





17.12 Insertions 
17.12.1 Inserted Letters. Spellers often indicate replacement 
letters within a word to show other spellings. 


a. Transcribe words with inserted letters in uncontracted 
braille. 
b. Follow print for use of enclosure symbols. 


Example 17-10: Inserted Letters 





write writ(e)ing 
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c. Words that are followed by a space and a word part that 
is to be inserted or combined should be transcribed 
without contractions. 

d. Transcribe words that are to be combined with other 
words or word parts in uncontracted braille. 

e. Follow print spacing of the text that is to be inserted. 


Example 17-11: Words Spaced from Inserted Letters 





Write list words by adding the ending in parentheses to each word. 
1. wrap (ing) 
2. cute (er) 
3. early (est) 








Text may show crossed-out letters, words, or passages, 
along with substitutions in enclosure symbols. 


a. Follow the guidelines in Formats, §17.11 for transcribing 
crossed-out letters. 
b. Follow print for use and spacing of enclosure symbols. 


Example 17-12: Crossed-Out Letters and Insertions 





The beeping was continue(ous). 
I trs(ied) to run a marathon. 
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Nonalphabetical Signs 


Mathematical Symbols. Spellers often use mathematical 
symbols to teach word formation. 


a. Transcribe all text in word formation “equations” in 
uncontracted braille. 

b. If the result of the equation is a complete word, add the 
contracted form of the word at the end of the equation, 
enclosed in transcriber’s note indicators. Ignore any print 
emphasis. 

c. Use the appropriate symbols when mathematical 
indicators are used in discussions of word formation. List 
the symbols on the Special Symbols page. See UEB, 
§3.17, Mathematical Signs.) 


(See Sample 17-15: Word Equation Using Mathematical 
Symbols on page 17-28 and Sample 17-16: Crossed-Out 
Letters and Equals Sign on page 17-29.) 


Example 17-13: Partial Emphasis Using Mathematical Symbols 





Suffixes with Consonants 
amaze+ ment= amazement 
hope+ ful= hopeful 











(See Sample 17-17: Word Formation Using Mathematical 
Symbols on page 17-30.) 


Arrows. Use spaced arrow symbols when print arrows show 
progression in word formation. List all arrow symbols on the 
Special Symbols page, or in a transcriber’s note before the 
text. (See UEB, §11.6, Arrows and Sample 17-18: Word 
Formation Using Arrows on page 17-31.) 
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Samples 


Sample 17-1: Spelling List, page 17-14 

Sample 17-2: Activity Word List for Alphabetizing, page 
17-15 

Sample 17-3: Pronunciation Words in a List, page 17-16 

Sample 17-4: Scrambled Words, page 17-17 

Sample 17-5: Activity Word List, page 17-18 

Sample 17-6: Word List with Partial Emphasis, page 17-19 

Sample 17-7: Word List with Two Different Print Symbols, 
page 17-20 

Sample 17-8: Definition List with Two Spaces after Entry 
Word, page 17-21 

Sample 17-9: Word Usage List, page 17-22 

Sample 17-10: Syllabified Words in a Spelling Activity, page 
17-23 

Sample 17-11: Omitted Letters Identified in Directions, page 
17-24 

Sample 17-12: Unmarked Intentional Spelling Errors, page 
17-25 

Sample 17-13: Marked Intentional Spelling Errors, page 
17-26 

Sample 17-14: Errors to Be Identified in Exercise, page 
17-27 

Sample 17-15: Word Equation Using Mathematical Symbols, 
page 17-28 

Sample 17-16: Crossed-Out Letters and Equals Sign, page 
17-29 

Sample 17-17: Word Formation Using Mathematical 
Symbols, page 17-30 

Sample 17-18: Word Formation Using Arrows, page 17-31 
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Spelling Lists and Activities 


Sample 17-1: Spelling List 


Introduction 
Long Vowels, a, i, 0 


stranger 
sidewalk 


slide 
bowling 


brain 
favorite 
whole 
globe 


Return to Text 





Section 17 


Spelling Lists and Activities 


17-14 


Oo Oo NN DD uM 


10 
11 
12 
13 


BR WN Bf 


Sample 17-2: Activity Word List for Alphabetizing 


Short Vowels a, i, 0, u 
Write these words in alphabetical order. 


past 
accident 
flood 
shuttle 
solve 
problem 
before 
lobster 
decided 


(Return to Text) 
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Section 17 
Spelling Lists and Activities 


Sample 17-3: Pronunciation Words in a List 


The words in the following list contain the letters ie or ei. 
Learn how to pronounce each word. 


their 
brier 


TO; 22Ge Oeess. ge ge SEaeS 
Td Se ese eee: Res 
Te: Tere ree ee 

13 hte leet se 

14S sen, eee 

15 te fe e7 88 Se 8 

ieee eS 

17 eee 


(Return to Text) 
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15 
16 
17 
18 
19 
20 
21 
22 


Sample 17-4: Scrambled Words 
Unscramble the following spelling words. 


selerea 
cleet 
theac 
neecrs 
recdeaes 
algo 


(Return to Text) 
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10 
11 
12 
13 
14 
15 
16 
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Sample 17-5: Activity Word List 


ASSOCIATIONS 
Write the word from the box that is 
associated with each set ofterms. 


1. material, fabric 

2. piece, section 

3. fantasy, nightmare 

4. you’re welcome, thank you 
5. enjoyable, delightful 





please 
pleasant 
cloth 
clothes 


sign 


signature 
dream 
dreamt 


part 
partial 


I ee a ea 


18 
19 
20 
21 
22 


(Return to Text) 
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Spelling Lists and Activities 


Sample 17-6: Word List with Partial Emphasis 


WORDS TO MASTER 
Makeit your goal to learn to spell these fifty words this year. Use them 
in your writing and practice writing them until spelling them correctly 
comes automatically. 


accidentally 
advisable 
arrangement 


(Return to Text) 
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Sample 17-7: Word List with Two Different Print Symbols 


@ Watch out for frequently misspelled words! 
= Bonus word 


choice 
noisy 


spoil 


amount 
our 
outside 


couch 


poison 
Illinois 


= surround 





ee ce sci st ts DO NSE cesses sos 
oe hia aage) 2PEh. Ses “eee Eee as 

7 

Bi Qh sa Ne ee oe se bce be oe ei ce vase os oe Sicbeee Se oa eee eee eh bk eeee ok ae ee edn eeee ee be ee ce 
9 setae ae 

MQ; Ao er ae eee as 

11 gar sees 

12 art eet 

13 PR EE sets 

14 peer. 

i 0Ulté‘(‘i‘ité‘«iR 

0|0Clté‘(i‘éiaR 


7 ee ee eee a ae 


UR fos 42 oe ae 
19 : 
20 


(Return to Text) 
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Sample 17-8: Definition List with Two Spaces After Entry Word 


Below are definitions ofthis lesson’s words as they are used 


in the story about Tony. 


doctor aphysician 
heart 


organ that pumps blood throughout the body 





(Return to Text) 
17-21 Section 17 


Spelling Lists and Activities 


Sample 17-9: Word Usage List 


Glossary of Usage 


This glossary is intended to help you with some of the most commonly troublesome 


words and phrases. 


advice, advise: Advice is a noun; advise is a verb. 


affect, effect: As verbs, to affect is to influence, to effect is to bring about. Effectis 
more commonly used as a noun meaning “result.” 


(Return to Text) 
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BR WN 


oN DD UM 


Sample 17-10: Syllabified Words in a Spelling Activity 
Syllable Division Rules 
1. Divide between 2 consonants (rab-bit, mon-kKey) 
2. Divide between 2 words (back-yard, lip-stick) 
3. Divide before and after blends (trans-fer, brink-man-ship) 


(Return to Text) 
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Section 17 


Spelling Lists and Activities 


Sample 17-11: Omitted Letters Identified in Directions 


Using Spelling Patterns 
Write each word, adding je or ei. If youare not 
sure about a spelling, check the dictionary. 

. wOght 

sOge 

brOif 

. vol 


PWN 


1: SESE GEESE ktsseuss 
2: pHbetete hit > abe uuNup oath Bh cpteeta cpatsok 
3: ite oO ogthikt to oto ytittgbupe thet og 

4: TEatT gS Id a3 

5 TEND ERS Lets of SBhstS Hb Berens 
6 Sap BISSIN bo obbee Go bbb tn Guithan ots 
JESUS EH Biteseimetestcns 

giles ebipapeest 

g ities Sf opup sets 

10 ilé PRs 

11 i3c8e3) es: 


(Return to Text) 
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710°: 


11 


12 °:. 


13 
14 
15 
16 


BR WN BF 


Sample 17-12: Unmarked Intentional Spelling Errors 


Proofreading 


This headline and play review have six misspelled 
words. Circle each one. Then write each misspelled 
List Word correctly on the lines. 


MARIA LOPEZ STARS 
IN NEW MUSICOL PLAY 
The new play Pryde of the West, which openned 


last night at the Crown Theater, is great. Maria 
Lopez, who plays Sheriff Ann Antonio, has never 


been better. Standing tall in a costoom of 
buckskin, she fights criem in the Old West. She 
also sings beautifully. This play will be a big hit. 
and Ms. Lopez is going to become a star without 
equell. 





(Return to Text) 
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13 


15 est 
16 22 
7 23 


Sample 17-13: Marked Intentional Spelling Errors 


Read this narrative and rewrite the underlined words that have been 


spelled incorrectly. 

Student 1: You know that new person in our sceince class? My nieghbor says 
he’s the hier to a huge fortune! 

Student 2: The hier to a huge fortune going to public school? That’s hardto 
beleive. In fact, it’s pretty inconcievable. 


WO: eae ae eee eee eos Ss ee eee eee Se. cere aes: 
Te ea ee ee eee, ees sees, ee ree ee es 
12 Ge. Gees Se ee ee ee ae 

iq iiiitetsiis? ol RR s¢ 3s Bigieae. ses uace ee 


i eS 


(Return to Text) 
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12 


ie ee 
14 °°, 


15 
16 


Sample 17-14: Errors to be Identified in Exercise 


Write the letter of the answer that correctly respells 
each underlined word. Ifthe word is correct, write D. 


Anton believes that coperation is possible, 


(1) (2) 


and he thinks that peace is an achieveable goal. 


(3) 


1 A beleaves 2 
B beleives 
C beleifs 


D Noerror 


cooperation 
coroporation 
cowoperation 


A 
B 
i 
D Noerror 


D Noetror 


3 A acheiveable 
B acheivable 
C achievable 


Ds fe ee ee ee ee 


18 


22 


WO FSU SLHBees Go oRR Rog ours 
WEEE BEYER EES GEN GREG 
Ig F8n ERESt EGE 
ZO Fg Heb hath tes 
2g th Bug teat 


23 


vy are 


(Return to Text) 
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10 
11 
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Sample 17-15: Word Equation Using Mathematical Symbols 


Word Math 
Complete each equation to makea word list. 


1.besides—sides+fore= 
2. belief — ief + ong = 


(Return to Text) 
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Sample 17-16: Crossed-Out Letters and Equals Sign 


CONTRACTIONS 
I kave=I’ve 
is net= isn’t 
there is = there’s 
he will = he’ll 
let us = let’s 
ofthe clock = o’clock 


a3 errata ere 

6: Site Skee aes 

ra eeceeee Qecee ay 

8: a 

gi,8 5:3, 's [i 
10 “3: 3tio 3! 

11 stieisse cs ois! 
ps sins Ea 
Bees 3: 

14 cost go Secs 


(Return to Text) 
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Sample 17-17: Word Formation Using Mathematical Symbols 


Making New Words 


Directions: Make new words from old ones by adding and subtracting short vowels (/a/,/e/, 
li/,/o/, and /u/), long vowels (/T/,/G/,/6/, and /6/), and consonants. The spelling of some words 
will change quite a bit with the new vowel. (Some of the answers are on pages 3 or 11.) 


Like this: 
Pete - /{é/ 


1. boat - {b/ + 


2. kid fi/ 








(Return to Text) 
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Sample 17-18: Word Formation Using Arrows 


General Rules for Plurals 


IF THE NOUN ENDS IN | THEN GENERALLY EXAMPLE 


wish > wishes 





change yto / and add —es | baby > babies 


BR WN 


oO Oo NN DD UM 


(Return to Text) 
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18.1 
18.2 
18.3 
18.4 
18.5 
18.6 
18.7 
18.8 
18.9 
18.10 


18.1 


Section 18 


Grammar 
PUNC ANTONE AIS ws ss cess eust ewes inion bine vieeinan di eentinsicubioesiawpeeudibedaiesidendoneions 18-1 
Emphasized Capital LeMers scietaiciccecdscneissdeeiiiends oredr deebieetdiandionds eddies 18-1 
PONRCLUALION FasnicvcoctueauysnucarvenssdeuaenennduadausacnacauyestananiddandnesathutoeisauReans 18-2 
Noralphabetical SIGS: ccc0necsccessdensetesssueiscouresenesereideesctascsanasescweceases 18-4 
Words or Abbreviations Printed above SeEntencCes........ccccseeeeesee eset eeaees 18-4 
Proofreading Marks and Edited Copy .......ccccecceeeeeeeeeeeeeneneeneeeaeeenaeneaas 18-5 
Linear SENCENCe DIAGraniNiNG aici ciiiictitikssiiondereirndermieedewiundewtes 18-8 
Spatial Sentence Diagrams with ASrroWs........cccccceseeeeeneeeeeeeeaeeenaeneaas 18-10 
Spatial Sentence Diagramming. .........cccscecessecseceeseeeeseeeesseeseeeeseenaaes 18-12 
hore [8t| 8] ae ee ne eer re ene ene ener errr ete rere eer rer re 18-14 


Fundamentals 


18.1.1 Grammar encompasses many topics. This section focuses on 


18.2 


18.2.1 


capitalization, punctuation, parts of speech, editing, and 
diagramming sentences. Additional information can be found 
in other sections of these guidelines. 


Emphasized Capital Letters 


When all capital letters are emphasized in print, ignore the 
emphasis and insert a transcriber’s note to explain the print. 
Sample: 


All capital letters in the section below are red. 


Example 18-1: All Capital Letters Emphasized 


Mark Twain 
Catherine the Great 
President Lincoln 











18.2.2 | When isolated letters are capitalized and emphasized (e.g., 


italics, bold, colored type, underlined, etc.): 





18-1 Section 18 
Grammar 


a. Follow print for emphasis. 
b. Insert a transcriber’s note giving basic information about 
print capitalization. Sample: 


The symbol ::3!:! $2: represents red letters. 


Example 18-2: Isolated Capital Letters Are Emphasized 





Capitalize titles used before a proper name and titles used in direct 
address. 


General Robert E. Lee 
Chief Sitting Bull 
Prime Minister Tony Blair 











18.3 Punctuation 

18.3.1 Punctuation usage and order generally follows UEB. Use the 
guidelines in this section when punctuation is emphasized 
through the use of spacing or font attributes, or used in 
atypical situations. 


18.3.2 Follow print when punctuation marks are enclosed in 
parentheses or standing alone. Use a grade 1 indicator if the 
punctuation could be misread as a contraction. 


18.3.3 Emphasized Punctuation 


a. Follow print when punctuation marks are emphasized in 
print with italics, bold, underlining, or script. 





18-2 Section 18 
Grammar 








Example 18-3: Punctuation Emphasized with Bold 





Correct errors in punctuation in the passage below. 


Today; I went shopping for new shoes! The weather has turned very cold for 
Easter? Let's go for ice cream. Please. wash your hands before making the 
sandwich, 





b. Ignore the emphasis when punctuation marks are 
emphasized in print with something other than italics, 
bold, underlining, or script. Insert a transcriber’s note to 
explain the change to print. Sample: 


Punctuation marks are green. 
Quotation marks are red. 


Example 18-4: Commas Are Emphasized with Red Print 





Use commas after words, phrases, and clauses that come at the 
beginning of sentences. 


No, you cannot go home now. 
Following the applause, the soloist walked off the stage. 
When you arein doubt, ask for directions. 











18-3 Section 18 
Grammar 





18.3.4 


18.4 
18.4.1 


18.5 
13.5.1 


c. When isolated punctuation is emphasized with something 
other than italics, bold, underlining, or script, insert a 
transcriber’s note after the punctuation mark or 
applicable word to identify the print emphasis. 


Example 18-5: Isolated Punctuation Is Emphasized 





I didn’t think so, but that’s it. 











Enlarged Print Grouping Symbols. Enlarged print 
grouping symbols (e.g., a bracket or brace) may be used to 
show a correlation between a word or phrase and a group of 
related words. When a word or phrase is preceded or 
followed by an enlarged grouping symbol enclosing a list of 
choices: 


a. Follow print placement for the words used. 
b. Use the multi-line bracket to represent the enlarged 
grouping indicator. (See UEB, §7.7, Multi-Line Brackets.) 


Nonalphabetical Signs 
Analogy Symbols. Use the following symbols when 
comparing word pairs: 
is to 
as 
Place a blank cell before and after each symbol. 
. Do not divide a word pair between lines. 
c. List the symbols on the Special Symbols page or ina 
transcriber’s note before the text. Sample: 


Oo wa 


Symbols used: 
232 is to 
eee ae ee as 
Words or Abbreviations Printed above Sentences 


There are two options when text shows abbreviations, 
words, parts of speech, numbers, etc., printed above or 
below lines of text. 
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18.5.2 


18.5.3 


Option 1 


a. Transcribe the sentence without the text printed above or 
below the line. 

b. After the sentence, list the words above/below the line 
followed by a colon and provide the corresponding 
word(s) from the sentence. 

c. Insert a transcriber’s note to explain the format. Sample: 


Each sentence is followed by a list of the parts of speech 
appearing above the print line with their corresponding words. 


Option 2 


a. Place the abbreviation, word, or number in enclosure 
symbols not otherwise used in surrounding text (exercise 
set) and insert it after the affected text. 

b. The order of preference for enclosure symbols: 


(1) Parentheses 

(2) Square brackets 

(3) Angle brackets 

(4) Curly brackets 

(5) Vertical lines 

(6) Reverse solidus (backslash) 


c. Leave a blank cell before and after the insertion. 
d. Insert a transcriber’s note to explain the format. Sample: 


In braille, parts-of-speech labels above the print line are 
enclosed in parentheses after the corresponding word. 


(See Sample 18-1: Parts-of-Speech Labels Above the 
Sentence on page 18-15 and Sample 18-2: Sentence 


Structure Labeled Above the Sentence on page 18-16.) 


Proofreading Marks and Edited Copy 


Marks used in proofreading and editing are difficult to 
reproduce in braille. 


a. Use 1-3 margins when print proofreading marks are 
listed. 

b. Do not devise symbols to represent these signs. Enclose 
the name or a brief description of each print mark in an 
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18.6.2 


18.6.3 


embedded transcriber’s note, followed by the meaning or 
function of the mark as stated in print. 

Proofreading marks and edits often are shown in a 
colored font attribute. Do not indicate this color. 


. Follow print list of proofreading marks for use of 


capitalization and punctuation. 


(See Sample 18-3: List of Boxed Proofreading Marks on 
page 18-18.) 


When text shows transpositions, insertions, and/or 
corrections that cannot be reproduced, it is important to 
provide only the information that is included in the text and 
not give away the answers. 


d. 


Transcribe marked words that pertain to spelling in 
uncontracted braille. Contract other marked words (i.e. 
those relating to punctuation or adding text). 


. Use the same keying technique as that used for text with 


marginal labels. (See Formats, §16.11, Keying Technique 
for Marginal Labels.) 

Devise a key by assigning a number or letter(s) to each 
proofreader’s mark. The key should contain a dot 3 ora 
dot 6. Use the same terminology in the key that is found 
in the list of proofreader’s marks in the text, as not all 
books use the same terminology. Follow each key item 
by the marked word(s), and then the instructions on 
what needs to be done. Enclose the complete key ina 
transcriber’s note before the text. 


. Place the keyed mark after the affected word or phrase, 


preceded and followed by a space. This keyed mark must 
appear on the same line as the marked word. 

Phrases should be enclosed in braille grouping indicators. 
Explain this usage in a transcriber’s note. 


(See Sample 18-4: Text with Proofreading Marks on page 
18-19.) 


When a text shows limited insertions and corrections within 
the flow of text: 
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a. Use a transcriber-defined typeform indicator to show the 
crossed-out word(s). (See UEB, §9.5, Transcriber- 
Defined Typeform Indicators. ) 

b. Explain the usage in a transcriber’s note. 


Note: in the example below, the second transcriber-defined 
indicator is used which assumes that the first transcriber- 
defined indicator was used elsewhere in the text. 


Example 18-6: Text with Limited Insertions and Corrections 





Sarah ke likes vanilla ice cream. 











18.6.4 When text shows limited insertions and corrections above or 
below the flow of text: 


a. Follow Formats, §18.5.3 for crossed-out words. 

b. Enclose the text to be inserted in grouping symbols not 
otherwise used in the surrounding text, and place it after 
the affected text. 

c. Order of preference for grouping symbols: 


(1) parentheses 

(2) square brackets 

(3) angle brackets 

(4) curly brackets 

(5) vertical lines 

(6) reverse solidus (backslash) 


d. Leave a blank cell before and after the insertion. 
e. Insert a transcriber’s note to explain the format. Sample: 


In braille, inserted words that appear above the print line are 
enclosed in parentheses and placed after the corresponding 
material in the sentence. 


18.6.5 Carets. Use a caret symbol when a caret (*%) indicates an 
insertion is to be made. Follow print for spacing. 
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18.7 
18.7.1 


Example 18-7: Use of Freestanding Caret in an Exercise 








Insert an adjective where you seea “. 
1. He has “ hair. (long, shaggy, short) 








a. When print includes inserted text preceded by a caret, 
the caret must be on the same line as the first word of 
the inserted text. 

b. Enclose the insertion in braille grouping indicators. Note: 
the grouping indicators will likely require grade 1 
indicators preceding them. 


c. Ignore colored font attributes indicating text to be 


inserted. 

d. List the caret symbol and the grouping indicators on the 
Special Symbols page, or explain them in a transcriber’s 
note before the text. 


Example 18-8: Caret for Insertion of a Phrase 





The War ofthe Whiskers “between France and England raged from 
1152 to 1453. 











Linear Sentence Diagramming 


Linear diagramming shows sentence structure, using font 
attributes to distinguish between parts of speech. Use 
transcriber-defined typeform indicators if needed (as seen 
for the double underlining in the example below). Use 1-3 
margins for each diagrammed sentence. 
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18.7.2 


18.7.3 


Example 18-9: Diagramming with Underlining 





In the following sentence the single underlined word is the verb and the 
double underlined words are a prepositional phrase. 


We arrived at the hotel in the evening. 











Linear Diagrams with Print Symbols. Follow print for use 
of the appropriate sign and spacing to show separate parts 
of a sentence. List these symbols on the Special Symbols 
page, or in a transcriber’s note before the text. 


3°/ Slash symbol 
$4 | Vertical line symbol 


Example 18-10: Linear Diagram with a Vertical Line 





The boy | played in the park. 











Linear Diagrams with Shapes. Use a transcriber-defined 
typeform indicator before words enclosed in shapes, e.g., 
circles, boxes, etc. 


List the typeform indicators on the Special Symbols page or 
in a transcriber’s note before the text. Sample: 


Symbols used: 
iH:o s+: Boxed word 
$32: 22: Circled passage 


(See Sample 18-5: Diagramming with Shapes on page 
18-20.) 
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18.8 
18.8.1 


18.8.2 


18.8.3 


Spatial Sentence Diagrams with Arrows 

Spatial diagramming shows sentence structure using visual 
cues such as arrows. Precede and follow each 
arrow/sentence pair by blank lines. 


Symbols. Use the appropriate UEB arrow symbols. (See 
UEB, §3.2, Arrows). List these symbols on the Special 
Symbols page or in a transcriber’s note before the text. 


d. 


b. 


Follow print for placement and direction of arrows placed 
above or below sentences. 

Start symbols above or below the first letter of the word, 
or the number indicator of a number. Do not extend the 
arrow to other composition indicators or punctuation 
marks. 

Keep words or phrases between which an arrow shows a 
relationship on a single braille line. 

It may be necessary to move part of the sentence to a 
new line to keep the relationship intact. 

When a sentence is too long to use the arrow symbols, 
explain the arrow relationships in a transcriber’s note. 
Sample: 


An arrow leads from hard-working to ballerina. 


Spatial Diagrams with Arrows and Multiple Shafts 


d. 


Place the appropriate symbol of the arrow above the first 
letter of the word to which the arrow points. (See UEB, 
§342:) 

Use line mode to represent the arrow shaft. The line 
should end above the first letter of the word from which 
the arrow points. (See UVEB, §16.2.3, Horizontal Line 
Mode.) 
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Example 18-11: Diagramming with Two Separate Arrows 








a= s, 


Tom, did you submit your article? 











Example 18-12a: Diagramming with Multiple Arrows 


OT 
We found the diary in the middle of a box of rubbish 











Example 18-12b: Diagramming with Multiple Arrows 


We found the diary in the middle of a box of rubbish. 
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18.8.4 


18.9 
18.9.1 


Example 18-13: Diagramming with Multiple Arrow Shafts 





The stadium crowd was large and friendly. 











Arrows with Emphasized Words. When any of the words 
or phrases are connected by an arrow and are also 
emphasized, the arrow is placed above the sentence and 
points to the first letter of the emphasized word or phrase. 


Example 18-14: Diagramming Arrow and Emphasis 





In the following sentence label force and rattles. 


The force of the explosions rattles the windows. 








Spatial Sentence Diagramming 


Spatial sentence diagramming is difficult to represent in 
braille. Insert a transcriber’s note saying such diagramming 
has been omitted. Sample: 


Sentence diagramming is omitted. 
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Example 18-15: Spatial Diagram to Be Omitted (Print Only) 








The player whom you like won games that were close. 














player won | games 
XQ | 
you like | whom that | were close 
18-13 Section 18 
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18.10 Samples 

Sample 18-1: Parts-of-Speech Labels Above the Sentence, 
page 18-15 

Sample 18-2: Sentence Structure Labeled Above the 
Sentence, page 18-16 

Sample 18-3: List of Boxed Proofreading Marks, page 18-18 

Sample 18-4: Text with Proofreading Marks, page 18-19 

Sample 18-5: Diagramming with Shapes, page 18-20 
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Sample 18-1: Parts-of-Speech Labels Above the Sentence 


verb 
Philanthropists donated millions to charity. 


subject 


Option 1 


st 


Option 2 


dO: so eete te oe 


Ti ee Si 


12 


13 


15 


Return to Text 
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Sentence Structure Labeled Above the Sentence 


Sample 18-2 


A complex sentence consists of one independent clause 


and one or more subordinate clauses. 


—— independent clause ————— ->——- subordinate clause ————_, 


Ineed some new luggage that is good for air travel. 


-_—__—_ independent clause ————————————} 


Dallas/Fort Worth International Airport got its name 


-— subordinate clause —————————_ 


because it lies between the two cities. 


Option 1 


12 





Section 18 


18-16 


Grammar 


Option 2 


Return to Text 
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List of Boxed Proofreading Marks 


Sample 18-3 





1 


-e0e 
-e: 
e-@e 
--e@ 
eco 
eo ::- 
e- eee 
e- -e 
eco e- 
ee i 
eee eco 
e-- 
-e0@e 
ecco 
+) @-e 
ecco ee 
e:- 
@ak:, Kan 
e-e e-e 
e-- e-- 
-e0@e e-- 
-e: 
e:-: 
m2 -e 
e- e--: 
-e@ 
-e- 
e-- 
se ee; 
e-e *+@ 
-.» ioe 
ee: ae 
@-- @-. 
@-e ... 
--@ @:: 
: ecco 
e--: 
-e0e 
ec: 
“+e 
e@-e e-e 
a ee: 
e-- ct 
+s 000 
e-e e-- 
e-: e@: 
eer 
@r. eco 
oe eit 
eco :e 
e-- e 
ec e 
:e@ +-e 
eo: ee 


ee ee -@ @- 00 -@ -@ 
e- > 58 10 
@+ + e 


Return to Text 
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Sample 18-4: Text with Proofreading Marks 


Note: This sample uses the proofreading marks and terminology from 


Sample 18-3. 


d 
At lasts the head chef, pierre agreé to take Greg aside fir too hours 
every week for cooking enous. ®@® 


(Return to Text) 
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Oo Oo NN DD UM 


Sample 18-5: Diagramming with Shapes 


The circled word is the subject, the boxed word is the verb. 


1. The Goy in the park. 
2: (I) to school. 


(Return to Text) 
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Section 19 
Codes and Puzzles 


FUNG AMICI AIS sons ciobiran tion omranton ear ones ais beta hon aotel bona Or beeen aun bote nant a 19-1 
Number, Letter, and Other PUZZl@ COdES .......cccccceeesseeeeeeeeeeesueeeeeeenees 19-1 
WE ORGS WI -COC Geass cai hak ees Seen eee ee a a a ee 19-2 
MOFSE: COG vissicis as sh nidsnxaiaadiavcransiaraiaasiad ci aniian cr aori ad ceaei ian cnaeiiad ceaiaanne 19-3 
CROSS WOlG (PUZZIES iia ease Gerke ret tin rect iuin tase isin ies ousit tess iether eyaence ent 19-4 
Word Puzzles and Letter Searches ..........cc cece eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeuues 19-6 
SUG OK Ue aint eta cre cua heaesuaus ne bane catered erence scree eee ee eee tae teeth 19-7 
Sables seseicalavente ivaie ces caacet a cesetantnenale eamealasaleee feesteaateual tetas 19-8 
Fundamentals 


19.1.1 There are many types of codes and puzzles and it is 


impossible to discuss all of them. This section provides the 
foundation of transcribing puzzles and simple codes, and 
serves as a guideline to formatting more complex situations. 


19.1.2 A puzzle should be transcribed on a single page whenever 


19.2 


possible. Place a long puzzle on facing interpoint pages when 
it will not fit on a single page. When single-sided embossers 
are used, an agency may choose to bind two-page puzzles 
so they face each other. 


Number, Letter, and Other Puzzle Codes 


19.2.1 When letters, numbers, or pictures are substituted for other 


letters, numbers, and/or pictures: 


a. Follow print when there are braille equivalents. 

b. When there are no braille symbols equivalent to the print 
symbols, use braille symbols devised by the transcriber. 

c. Substitute words or letters for pictures. Insert a 
transcriber’s note explaining this usage. Sample: 


All picture clues in the puzzle have been changed to word 
clues. 


d. List symbols on the Special Symbols page or ina 
transcriber’s note before the text. 


19.2.2 Linear Key Format. When letters are printed above or 


below the line(s) of code characters: 
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19.3 
ihc eral 


h. 


To ensure the code will be read as individual letters, 
insert the grade 1 passage indicator, beginning in cell 1 
and preceded by a blank line or an opening box line, 
before the beginning of the puzzle or code. The dot 
locator for “use” is required before the grade 1 passage 
indicator. (See UEB, §3.14, Dot locator for “use.”) If the 
puzzle or code is in capital letters, include the capitals 
passage indicator following the grade 1 passage indicator 
(unspaced). 


. Use the next two consecutive braille lines (margins 1-1) 


for the code characters. 

When the code characters are longer than one braille 
line, precede and follow each set of code characters by a 
blank line. 


. Place each braille letter directly above or below its 


corresponding code character. 

When a single letter appears above or below a two-digit 
number, place the letter above or below the first digit of 
the number. 

Explain the puzzle format in a transcriber’s note. Sample: 


The puzzle code symbols are under the letters. 


. Place a grade 1 terminator, beginning in cell 1 and 


preceded by the dot locator for “use,” on the line 
following the last line of the puzzle. If the capitals 
passage indicator was used, insert the capitals terminator 
before the grade 1 terminator (all unspaced). 

Follow the puzzle with a blank line or a closing box line. 


(See Sample 19-1: Symbol Code on page 19-10 and Sample 
19-2: Linear Key Format on page 19-12.) 


Words in Code 
Coded Word Puzzles 


d. 


b. 
ci 


When numbers are substituted for letters, connect the 
numbers that represent each word with hyphens. 
Leave one blank cell between words. 

Do not divide words between braille lines. 
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d. Insert a transcriber’s note explaining the puzzle format. 
Sample: 


A hyphen separates the numbers of each word; a space 
separates words. 


Example 19-1: Number-Coded Words 





How can youtell which end of the worm is the head? 


_ #& as) a2 8 15 a2 6st 
| ie fe 10 24 17 > 4 2 2 
6 14 «#3 11 47 #19 #13 £445—=«40 








e. Use uncontracted braille when coded puzzles are 
scrambled letters. 
f. Grade 1 indicators may be required before single letters 


in the puzzle or key. (See Sample 19-3: Coded Letter 
Puzzle on page 19-13.) 


g. Substitute an underscore for a blank space within a word. 
(See Sample 19-4: Coded Number Riddle on page 19-14.) 
Morse Code 

Morse code may be shown by a series of dots and dashes. 


Morse code dot 
Morse code dash 
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19.4.2 


19.5 
19.51 


a. List symbols on the Special Symbols page or ina 
transcriber’s note before the text. 
b. Insert a blank cell between individual symbols for a word. 
Insert three blank cells between words. 
. Line breaks are between words. Do not divide words 
between braille lines. 


ao 


Example 19-2: Morse Code (Letters Added for Readability) 





M O R S SE Ss ff 8 & 











Follow print when sounds such as dit, di, and dah represent 
the Morse code sounds. 


a. Use a hyphen to connect the sounds of a single letter. 
b. Use a space to separate the letters within words. 
c. Follow print for punctuation. 

d. Line breaks are between words. Do not divide words 
between braille lines. 


Example 19-3: Morse Code with Word Sounds 


dah-dah dah-dah-dah di-dah-dit di-di-dit dit, dah-di-dah-dit dah-dah-dah 
dah-di-dit dit. 














Crossword Puzzles 


The format for crossword puzzles is explained before the 
puzzle if there is only one puzzle in the volume. The format 
is provided on the Transcriber’s Notes page if there is more 
than one puzzle in the volume. When the note is on the 
Transcriber’s Notes page, insert a transcriber’s note before 
the puzzle to indicate the location of the explanation. 
Sample: 


For puzzle format, see page t4. 
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19.5.9 


Puzzle Clues 


oo0o%9 


Place the clues before the puzzle grid. 

Format “Across” and “Down” as cell-5 headings. 

Use 1-3 margins for the list of clues. 

Present lists of answer words in uncontracted braille. 
Give transcriber-assigned column letters and row 
numbers on the same line, after the clue. 

The number of letters in the puzzle word may be 
enclosed in parentheses, at the end of each clue. 


. Enclose the transcriber-assigned column letters/row 


numbers, and the number of letters in the word, in an 
embedded transcriber’s note. 


Example 19-4: Embedded Transcriber’s Note 





1. Parent’s female child 





Puzzle Grid. A puzzle grid is the pattern of empty and 
filled-in squares. 


d. 


ao 


Puzzles shaped to resemble a flower, animal, etc., are 
squared off and the shape is described in a transcriber’s 
note. 


. Assign column letters (a-z) across the top of the puzzle 


grid (omit the grade 1 indicator) and number each row in 
the puzzle grid. 
Represent each square to be filled in by a hyphen. 


. Represent each black square or blank space by a full cell. 


When the puzzle is larger than 26 squares across, the 
second set of column letters is doubled, i.e., aa, bb, cc. 
These doubled letters require a two-cell column. 
Transcribe letters included in the puzzle in their proper 
spaces without capitals or the grade 1 indicator. 


. Use the same number of spaces as there are squares in 


the puzzle; do not insert extra spaces. 


. When possible, place the grid on one page. 


When the grid is too long for a page, repeat the column 
letters on line 1 on the next page (line 2 if a running 
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19.6 
19.6.1 


head is used). The grid must allow space for the page 
number and the three blank cells preceding it. When it 
will not fit on the line with the page number, begin the 
grid on line 2. 

When the grid is too wide for one page, place the grid on 
facing pages or continued pages. Explain the format in a 
transcriber’s note. Sample: 


The puzzle grid is too wide to fit on a single page. The grid 
appears across facing pages. 


. When the puzzle will not fit on a single braille page, place 


the grid and as many of the clues as possible on 
interpoint facing pages. 

Insert a transcriber’s note before the crossword puzzle. 
Sample: 


In the following crossword puzzle, each clue is followed by 
a transcriber-assigned column letter and row number. Numbers 
in parentheses at the end of each clue indicate the number of 
letters in the puzzle word. The clue letter/number and number 
of letters in the word are enclosed in transcriber’s note 
indicators. In the grid, a hyphen represents a square to be filled 
in, and a full cell represents an empty space. 


(See Sample 19-5: Crossword Puzzle on page 19-18.) 


Word Puzzles and Letter Searches 


Although it is not possible to provide specific formats for all 
such materials, observe these general directives. 


d. 


b. 


Use uncontracted braille for word puzzles and word 
searches. 

Insert the grade 1 passage indicator preceded by a blank 
line before the beginning of the puzzle to ensure it is read 
as individual letters. The dot locator for “use” is required 
before the grade 1 passage indicator, which might 
otherwise be misread because the symbols-sequence 
would contain no upper dot. Place the grade 1 terminator 
on the line following the puzzle (which also requires the 
dot locator for “use”). Insert a blank line to indicate the 
end of the puzzle. (See UEB, §3.14, Dot locator for 
“use.”) 
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19.7.1 


c. Insert a space between each letter. If a word puzzle or 
letter search will not fit on the braille page in this format, 
the space between letters may be omitted. 

d. Do not leave blank lines between lines of the puzzle. 


Example 19-5: Word Puzzle 





wsf lover! 1 
qqtnvvioyv 
t yobhaxsqk 
j ueeagbers 
mugppel rsa 








e. When a puzzle or letter grid requires more than one 
braille page, insert “(cont.)” in an embedded transcriber’s 
note on the last line of each page of the puzzle (except 
the final page). Start the note in cell 1. 

f. For irregularly shaped puzzles, do not insert spaces 
between letters; follow print for letter placement. 


(See Sample 19-6: Shaped-Letter Puzzles on page 19-20.) 


Sudoku 


A normal 9x9 print Sudoku puzzle uses 30 cells across and 
11 lines down in braille. 


a. Use line mode for the horizontal and vertical lines 
forming the puzzle. (See UEB, §16, Line Mode, Guide 
Dots.) 

b. Do not enclose the puzzle in boxing lines. 

c. Separate each square by a space. 

d. Indicate each empty square by an underscore. 


(See Sample 19-7: Sudoku on page 19-22.) 
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19.8 Samples 


Sample 19-1: Symbol Code, page 19-10 

Sample 19-2: Linear Key Format, page 19-12 
Sample 19-3: Coded Letter Puzzle, page 19-13 
Sample 19-4: Coded Number Riddle, page 19-14 
Sample 19-5: Crossword Puzzle, page 19-18 
Sample 19-6: Shaped Letter Puzzles, page 19-20 
Sample 19-7: Sudoku, page 19-22 
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Sample 19-1: Symbol Code 


SYMBOLICALLY 
SPEAKING 


These days, weather is predicted using computers and radar, but did you know 
that you can predict the weather just by looking at a pine cone? To find out how, 
use the letters and symbols chart to decode the sentence that follows. 
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nore Oo BD 


10 


11 


17 


Return to Text 
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19-11 











Linear Key Format 











Sample 19-2 





who will read or return a response to your written message. 


Assign a symbol or number for each letter 
of the alphabet. Share the code with anyone 


Here is a secret code you can use. 
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19-12 


Return to Text 





Sample 19-3: Coded Letter Puzzle 
Decode the words from your spelling list using the secret code. Write your 


answer in the space provided. 


CODE | q| w/e| r| t| y| ul 4] of pl al s| dl £[ gl] 5] I I Z| x! cl vb] n/m 
LETTER | al b] c| dl e| £] g} bh} a} 5] i 2] mn] of p} ql x} 5! tu] vj w x! yl z| 





1. stdgf 

2. kqwwoz 
3. ixfudn 
4. ygktlz 

5. usqll 
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19-13 


Return to Text 





Sample 19-4: Coded Number Riddle 


PICTURE RIDDLE 


Solve the following riddle with the help of the pictures under it. First, write the 
name of each item on the spaces below it. Then, move the letter on each 
numbered blank to the blank with the same number at the bottom of the page. Do 


this correctly and the riddle answer will be revealed. Get the picture? 


WHY DO GOLFERS CARRY AN EXTRA PAIR OF SOCKS? 


20 





—s 
—_— 


wake 
aI 








pisses (ee oy Soe Olen 13 
Riddle Answer: 
S Tae Te IG ch eB: 60 ey sO 40 8s Tie 15 14 
eR ss a oat ny ay ge SS, ! 
15 16° 17 4 19 20 Zl e220 
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(Return to Text) 





19-16 Section 19 
Codes and Puzzles 





19-17 Section 19 
Codes and Puzzles 


Crossword Puzzle 


Sample 19-5 





Down 


1. To make something smaller 


3. Symbols 
7. To select someone for a certain position 


5. Something you want to reach 


aD 
cé 
a 
o VU 
2 ,BgE 
Seo 
Ewe & 
voaqgae 
SS de 
be o = § 
sESRS 
S5xvaan 
ese 
w NOUDH 
683 eo 2 
cieea egeses 
22 reee 
Nt Gadas 


10 
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Return to Text 
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Sample 19-6: Shaped Letter Puzzles 


GH 
S FHBKN 
GRAYCO 


F 


Bare Ax: ak 


GHMDO@SGYCATMJCUFT 


HWHISKERSQRQPODRRAP 


@ weaMetyv 


Eo rKeS: MiAwl “DR Esl Se 





GUHZEDE: Soe HW YAH Ed 


BROWNGBF E KF 


HHAN 


HE Ts. R.“ASP 


wn 
= 

~ 

‘hae ‘ m7) 
e 
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6 sss 
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8 Mee. :s Sioossetss OS nS € on Taest cs e 
9 

10 Eeeeescese se cree 

ch ee a ed 

12 1.36 tl tet os 

ic a ey eer ie pkey ei 

D4 So 80 ce ese gee eee ee ee 

Lie ee ee eee ete pat eee eee 

WG. Oot eee cht ae, oe gees ane 

if 3503 TT te Te Te gh Te Se og Sg tes: ot 

eee etree eres 

ik: eee hepa ee eee. ea, et eae 

20 Fei. eee 


(Return to Text) 
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Sample 19-7: Sudoku 





(Return to Text) 
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Pronunciation 
PUNCEINGNTAlS wexisehicenssetianncetieen nebicen coll ce dand ocean eenieewheeiewweeteees 20-1 
PrONUMClaliOtl- DaSICS ort cccccngnensss secs dunnesents codeerdec niece cnseamssametendeenees 20-1 
SIMPIE PFONUNCIAUON scsecccsscnuscdauccersshudnerads bennscedadoecsdaucnevacd yenesddaudned 20-2 
Diacritic Pronunclaticn::<.ccvpcccsmerssctenstasenesctesaveustnsusesetaansenasescrosenesas 20-3 
TSEC CH OM all COME SIIG -sieceetie iciese cis nciece ine tied oes wasn eeh cement ad icndeweeieaed 20-6 
Reference Sections with Syllabification and/or Pronunciations ............. 20-7 
Pronunciation and SUMMALPy KeYS......ccccceeeee eee sees eeeeeeenee ene eeaeeenaeneaas 20-8 
SAIS Sos tansananatecesaeesccave se rasatanesseasconesears asus nneneacee qoecncaneraunsesneds 20-12 


Fundamentals 


20.1.1 Various systems for representing the pronunciation of 


speech appear in textbooks. Publishers sometimes use 
unique systems, and it is not possible to include all of them 
in these guidelines. This section provides guidance for 
transcribing simple pronunciation and diacritics. 


Simple Pronunciation: Uses font attributes and 
capitalization to indicate pronunciation and syllable stress. 


Diacritics: A pronunciation system is considered to be 
diacritic when it contains letters of the Latin alphabet and 
any of the diacritic marks or special letters. Syllable stress 
usually is shown with stress marks. 


See Formats, §21, Alphabetic References, for additional 
information when pronunciation is used. 


20.1.2 When transcribing phonetics—the exact sounds of a letter or 


20.2 


letter combinations in a word—refer to IPA Braille 
(International Phonetic Alphabet, used in the study of 
linguistics) as the authorized BANA code for the 
representation of those sounds. The document can be found 
on the BANA website, at 
http://www.brailleauthority.org/ipa/ipa-braille.html. 


Pronunciation Basics 


20.2.1 Following are the common guidelines for all pronunciation. 


Additional information unique to different types of 
pronunciation is discussed later in this section. 
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20.3.1 


203.2 


a. Contractions may be used in a word when the 
pronunciation of the word is featured. 

b. Use modified letter indicators to represent print diacritic 
marks. (See UEB, §4, Letters and Their Modifiers. ) 

c. Divide syllabified words that do not fit on one braille line 
at a syllable break. 


Simple Pronunciation 
Syllable Division. Follow print for symbols or spaces used 
to show syllable division. Sample: 


Example 20-1: Syllable Division 


\ahevant-GARD\ 
moh TEEF 














Syllable Stress Represented by Capital Letters or Print 
Emphasis. Syllable stress may be indicated by all capitals 
or font attributes such as italics. 


a. When text uses full capitalization to show primary 
syllable stress, place the capital letter or word indicator 
before the affected syllable. 


Example 20-2: Primary Stress Indicated with Double Capitals 
(ad-ap-TAY-shun) 














b. Follow print when a font attribute (e.g., italics, boldface, 
etc.) is used to show stress. 


Example 20-3: Primary Stress Indicated with Italics 





|ad ap tay shun| 
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c. Follow print when syllabification is not indicated. 


Example 20-4: Stress without Syllabification 





adaptayshun 











Example 20-5: Primary and Secondary Stress 





<ay-bi-AH-tik> 





Diacritic Pronunciation 

a. Use modified letter indicators for print markings used to 
indicate diacritic pronunciation. 

b. Use a transcriber-defined modifier for print markings that 
do not have a braille equivalent. 

c. List modifiers representing diacritic symbols on the 
Special Symbols page. 

d. Do not use contractions when a modifier applies to one of 
the letters within a contraction. 


Example 20-6: Hyphenated Compound Word 





(in-line skat ing) 











Example 20-7: Partial Pronunciation 





(ak tiv, -tav) 











Syllable Stress Using Print Symbols. Different print signs 
may be used either before or after syllables to indicate 
stress. (See UEB, 815.2, Stress, for braille stress symbols. ) 


a. Follow print for placement of stress marks. A transcriber's 
note may be added to the Transcriber's Note page if 
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placement of the stress mark might make it difficult to 
tell which syllable is stressed. 

b. If stress marks are not included in a pronunciation key, 
include them on the Special Symbols page. 

c. Stress marks do not replace the print symbol showing 
syllable breaks. 

d. Use a transcriber-defined indicator for a tertiary stress 
mark. Note: A grade 1 indicator preceding the 
transcriber-defined indicator may be required. 


Example 20-8: Primary and Secondary Stress 





(ar’9 mat’ ik) 











Example 20-9: Primary, Secondary, and Tertiary Stress 





/pen’-man -ship’/ 











Example 20-10: High (Primary) and Low (Secondary) Stress 





\a-pre-_kat\ 











e. Occasionally a mark appearing over a vowel in words of 
more than one syllable indicates stress. Use the correct 
modifier to represent the print symbol(s). 


Example 20-11: Stress over the First Vowel in the Syllable 


a-back [abak] 











20.4.2 Font Attributes in Diacritic Notation. Ignore font 
attributes when syllables are marked with both stress signs 
and emphasis. 
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20.4.4 


20.4.5 


Example 20-12: Ignore Emphasis When Stress Mark Also Used 





<o'maz’> 





Follow print for emphasis or capital letters appearing in 
diacritic notation. (See UEB, §4, Letters and Their Modifiers 
and §8.8, Choice of Capitalized Indicators. ) 


Example 20-13: Italics and Capitals with Diacritics 





thumb 
thumb 
THen 
FHen 











Diacritic Marking of Two Letters. Enclose the modified 
letters in braille grouping indicators if a single modifier 
applies to more than one letter. Note: Grade 1 indicators 
are not required for the grouping indicators because a 
modifier cannot be followed by a contraction. (See UEB, 
§4.2.5, Modifiers. ) 


Example 20-14: Diacritic Marking of Two Letters 
fool 
there 














Diacritic Marking of Ligatured Letters 


a. The modifier precedes the affected letter when only one 
of a pair of ligatured letters is marked. 
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Example 20-15: Diacritic Ligatured Letters 





virtiie 











b. The modifier precedes the first letter when both ligatured 
letters are marked with a single diacritic. Use grouping 
indicators to enclose the modified letters. 


Example 20-16: Ligatured Letters with a Single Diacritic Mark 
book 














Diacritic Marking above and below a Single Letter 


a. The lowest mark is transcribed first if diacritic marks 
appear both above and below a letter, or both through 
and below a letter. Both marks are transcribed before the 
letter. 


Example 20-17: Diacritic Marks above and below Letter 





¢ 











b. The mark nearest the letter is transcribed first when two 
Or more diacritic marks appear above a letter. 


Example 20-18: Two Diacritic Marks above Letter 





fear 





Instructional Content 

Follow print when a diacritic symbol is shown in print without 
an associated letter or word, as in a dictionary entry or 
instructional material. 
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Example 20-19: Freestanding Stress Marks within Text 





The primary stress markis ' and the secondary stress mark is ’. 





Example 20-20: Freestanding Macron in Text 





The shows the long vowel sound. 











20.6 Reference Sections with Syllabification and/or 
Pronunciations 


20.6.1 Entry words may or may not be syllabified and/or include 
pronunciation or stress. 


A main entry word segment may be a word or phrase. 


The definition segment includes the part of speech label, 
definition, descriptions, examples, etc. 


a. Contract the first writing of entry words without showing 
syllable breaks, stress, or modifiers. 

b. Insert the word a second time showing syllable breaks 
and stress if the entry word shows stress and/or syllable 
breaks. 

c. When the main entry word is followed by punctuation, 
capitalization, or enclosure symbols, leave one blank cell 
between it (including respelling and pronunciations) and 
the definition segment. 

d. When the main entry word segment is not followed by 
punctuation, capitalization, or enclosure symbols, leave 
two blank cells between it and the definition segment. 

e. Two blank cells always separate a main entry phrase 
from the definition segment. 


Example 20-21: Not Syllabified, No Pronunciation 





accused adj. blamed 
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Example 20-22: Not Syllabified, Pronunciation 








accused (uh-KUZD) adj. blamed 








Example 20-23: Syllabified/Stress, No Pronunciation 





ac-cused’ adj. blamed 





Example 20-24: Syllabified, Pronunciation 





ac-cused (a-kyiizd’) adj. blamed 











Example 20-25: Stressed/Syllabified, No Pronunciation 
HEAD-piece A helmet or cap worn to protect the head. 











Example 20-26: Phrase not Syllabified, Pronunciation 





Achilles heel (9-kil’éz hél) A person's weak or vulnerable point. 











Pronunciation and Summary Keys 

Pronunciation keys appear in a variety of print layouts, and 
terms such as pronunciation key and pronunciation table are 
used interchangeably. 


Summary keys are a reminder of the diacritics being used, 
and appear typically on each page or alternate pages in 
some alphabetic reference material. (See Sample 20-1: 
Pronunciation and Summary Keys on page 20-13, Sample 
20-2: Pronunciation and Paragraph Summary on page 
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20-14, and Sample 20-3: Pronunciation Key on Odd Pages 
on page 20-15.) 


Placement of Pronunciation Keys 


d. 


b. 


Insert pronunciation keys before the alphabetic reference 
material regardless of where they occur in print. 

The pronunciation key is necessary in every volume in 
which pronunciations are used. If the pronunciation key is 
needed in any other volume than the one in which it 
occurs, place it in the preliminary pages. Note: Maintain 
the original placement if there are no pronunciations prior 
to the print location of the key. 

Include the print page number of the transposed page 
that contains the repeated pronunciation key on the title 
page. For example: 


Title page: Print pages 395, 45-a86 


Format for Pronunciation Keys. The format for 
pronunciation keys varies, depending on how print sample 
words are shown. 


d. 


Follow print when categories are provided. 


b. Do not assign headings when none are shown in print. 


C. 


When pronunciation keys are shown in columns, list the 
entries using 1-3 margins, or 1-5, 3-5 for a nested list. 
Omit print column headings. Explain the change to print 
in a transcriber’s note. 

Precede symbols by the dot locator for “mention.” 
Letters, groups of letters, or letters with modifiers do not 
require the dot locator and should be transcribed without 
contractions. 
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Example 20-27: Pronunciation Key in Columns with Headings 





Symbol Example Words 


a at, bad 

e even 

ng long, pink 

Oi oil, toy 

u up. mud 

zh vision, seizure 











20.7.5 Example Words in Pronunciation Keys 


a. Begin each pronunciation key entry in cell 1. 
b. Contract example words. 
c. Follow print for use of emphasis. 


Example 20-28: Example Words Without Emphasis 














Pronunciation Key 
a back ch nature 
ah _ father 2 less 
ay day i idea, life 
20-10 Section 20 


Pronunciation 


20.7.6 


Example 20-29: Schwa 





2=ainabove 





Example 20-30: Diacritic Symbols without Identification 





~~ 











(See Sample 20-4: Pronunciation Key without Heading on 
page 20-16.) 


Summary Keys 


a. Omit the summary key when print includes a 
pronunciation key and a summary key. 

b. Include the summary key when it is the only type of key. 

c. Insert summary keys before the beginning of dictionaries 
or glossaries. Do not repeat them in following text. 

d. Follow print paragraph or list format. 


Example 20-31: Summary Key with Diacritics 





add, ace, care, palm; end, équal; it, Ice; odd, Open, order; up, burn; 
2=a in above, e in sicken, i in possible, o in melon, u in circus 
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20.8 Samples 


Sample 20-1: Pronunciation and Summary Keys, page 20-13 

Sample 20-2: Pronunciation and Paragraph Summary, page 
20-14 

Sample 20-3: Pronunciation Key on Odd Pages, page 20-15 

Sample 20-4: Pronunciation Key without Heading, page 
20-16 
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Sample 20-1: Pronunciation and Summary Keys (Print Only) 


(Return to Text) 


Full Pronunciation Key 


Spottt af 
begazzi sud 


ajae"“e-BE .7D» 


Ste. fF ye, 45? 
af guyets 322233 


“SEED cw s B 


£23 2f 2§ 
seis yas its 323 


sesyg #7 ees -os 


sadrasal 
aot Pers 


esetkadess 


- cw 008 8 5 


striet!. 


sees ow Sn 








20-13 


Section 20 
Pronunciation 


d Paragraph Summary (Print Only) 


ion an 


: Pronunciati 


Sample 20-2 


~yourld 
® spunoins yey} seseb Jo Jofiey 
aUL “u Cays eut ye) oraydsoure 
‘saTpog fiyusaray 
JayjO pure ‘syauerd ‘seis ‘uooUT 
‘UNS OY} YIM STeap yey] eoUETOS 
aul “u (eure uoNs e) fiutouoase 
*0} aouUapTyuoOD 
aa oy 2 (ms e) oansse 
‘paquez5 10J axe} 0} :ournsse 
Jo asua} seg 2 (_ pwioos ec) pournsse 
‘asodind uoumuos e& 
Joy 1013060) poutof ajdoad jo dnoz6 
Vy ‘u (ueys 2 8S _Os e) UOTJBIDOSSB 
*purur SaU0 UT JOoUUOD 
OL, @ (18 aS (Os €) a3BID0SSB 
“ysR} B SB yn aATH 0} :uBrsse 
jo asua} Iseg @ (puis e) pouBbrsse 
‘Topegy] WUSWIULIAOH 
® se yons ‘ainbiy dyqnd vB siapmw 
oyM uosiod v :urssesse jo 
Tenjq “U (SUI ses e) SUISsEssE 
“quilp> OL, @ (puss e) puvase 
‘yjous 
a[qeoaibe 10 Jueseald & :eurore 
jo [einjg “uv (seul or e) semore 


= =e -_— _ 





Buruie quowrune —_— fizounre 
peuire rou4e wie 


JSULLD 0} PAILTAI SPIO JWIOS are MOTIG 





uodram 
uae Jo [eM] ‘u (Sue) suLre 


araydsoune 





Prom, Huruvaut 
so6o) pur ,‘Buruuiieq, Bureau 

‘YO4D SPIOM YaaIH 9y} YIM ore sulbu0 
SPAOM UNL] STYL, 's}oelgo Jua}ouR Jo 
fipnas ayy ySnozy) poured abpapmouyx 
Burress ‘ni fojoapyo1y PAO UTYeT a1} 
WO] StI] “LEST tvofi ayy ur ys Bug oqut 
awed ‘fi6ojooyoze 10 ‘iBojooryory 


A103SIH PAoM 


‘pur fioyy 
shun reyjo pure ‘firay0d ‘suodeam 


‘s[oo} ay) fipnis uey) puke sumo} pue 


satyio Juatoue Jo suteurar ayy dn 

Bip systHojoaeypay ‘ofe our Buoy 

® peal] suvumy fiem ayj jo fipnys 
ayL U (efe [oO oy 12) fibojooeyore 








- = — 
firoqeoydde ajqeoydde = Gurfitdde 
paydde fijdde  yueormdde 
~uonna dd 


0} palejat Sp1OM aUIOS are MOTag 
“HERR ee! ee 


suo uo}zeN Al4OQ POM 


“gol e 10j fijyetoadse 4saribar 
Vu (ueys ey 1 de) uomeondde 


— — 


forgo ‘oye ‘ye :fioy uonvmunuorg 


uoneordde 
LN 









urse “Wu yb B SMOYs aqC 


“(ue Iya) UeyaTY— UT 
se Quaooe fiavay e yaLM aiqeiifis e rage paoeyd st (-) yreu ayy, 


o@so1 ULSB O 


doys ul se ys ULIOJ UI Sv 10 
Hut ut se Bu 00} UI Se OO 


yood ul se oo 


Mel aye] Ul se 


pue jyhnog ul se o ye ulse Be 





Return to Text 
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20-14 


Sample 20-3: Pronunciation Key on Odd Pages (Print Only) 





fat, Ape, car; ten, Even; is, bite; g5, horn, look, tO5I; yoo, cure; ySO, use; Gil, out; up, fur; get; joy; yet; chin; she; thin; then; zh, 
leisure; n, ring; 2 for a in ago, e in agent, iin sanity, o in comply, u in focus; ’ as in battle (bat'’!). 


(Return to Text) 


Section 20 
Pronunciation 





Sample 20-4: Pronunciation Key without Heading 






a add 00 took |a= 

G ace OO pool | in above 
G care |Uu up @ in sicken 
G palm |G burn |i in possible 
e end | yoo fuse [0 in melon 
@ equal joi oil U in circus 
i i Ou pout 

1 ice ng ring 

o odd |th thin 

S open |% _ this 

6 vision 
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Te QS ge so ae Se:Se os $5 ce Sock Se So cc Se bs cose se ce sce cece: es oe.ce ce ce ce ce gc se ae Seer 
2a aos 
3 tah titty 
A aes 
Bares se ar one gy 
Ge sg 
7 ae Aes es 
oe 
G eee soe es 
16 
i eee Sh 
12 tips gestae te 
1g ee Pes 
14: este eae 
15: ee: ee: 
1S he eat 
17 et ee 
1g use: gee: 
oe ae 
20-0882 E85 
21 sbt "35s 
22a es 
oo ast! Setra 
—New Braille Page— 
1 Bess. cts Sas ae 
2 et re eee, 
3: 203s oa ere 
eee me es tee, ere ee ee. 
5 mF 4 ee 
6 Seer as 3° meer ther 8 rr Zoe: 


7 EAE G8 40 08 GE G8 80 Ge He AE Re Os He ne $0 Oe Re Se 08 a8 Oe He G8 O5 Ee He Ge Se OS Ge Ge fe £0 ee ae oe oe Se ae 


(Return to Text) 
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Calera 
21.2 
21.3 
21.4 
21.5 
21.6 
2127 
21.8 
21.9 
21.10 


21.1 


Section 21 
Alphabetic References 


FUNGaAmMentalS sca. bonctaensebeetindes berebenh aehedennernmnnestabnruaeenbr red 21-1 
General Format for Alphabetic References ..........cccceceeeseeeeeeeeeeeeaeeeeees 21-1 
Gee WV ORGS 5 isin sed atx bead ea OU A Be ei a ee 21-4 
INADSXCS i a.vevsinprisviael oi asinaiinareas tein abl iat Dia aL Aad aL AL OPOa MDW e 21-7 
References without Syllabification or PronunciatiOn............cccceeeeee esas 21-9 
GOSS AICS brick neiur ead onto rncaeswriic nine nein peau niua eeabeand ener taper eaeE 21-11 
TCS AUPUSECS a leivtevssicaacinat peaananduaaatcead dana danantand diaanantiuaicindiaaaimadtsnaan 21-13 
DictionarieS ANd FACSIMIIES ..........ccceceeeeeeesseeeeeeeeeeessugeeueeeeteesgugugnees 21-13 
Alphabetic References in Foreign Language Materials .............ccceeeeees 21-20 
Seamless wi cechsnetvustincentusteteln chitin’ since tueh stat rein tee edn anther domain cteet iden stes 21-24 
Fundamentals 


21.1.1 This section contains general provisions for alphabetic 


21.2 


references, e.g., glossaries, thesauruses, dictionaries, and 
indexes. Other alphabetic reference materials (e.g., 
gazetteers) also fall into this category, and the guidelines 
provided in this section serve as the appropriate format for 
them. (See Formats, §21.6.3, English and Foreign Language 
Glossaries.) 


Bibliographies fall into a separate category and are an 
exception to the guidelines in this section. (See Formats, 
§22, Bibliographies. ) 


General Format for Alphabetic References 


21.2.1 These are the common guidelines for formatting alphabetic 


references. Additional information unique to specific 
alphabetic references is discussed later in this section. Note: 
See Formats, §21.9 for formatting specifically related to 
foreign language materials. 


a. Start each alphabetic reference on a new braille page. 

b. The main entry begins in cell 1. Each subentry level 
begins two cells to the right of the previous level. All 
runovers begin two cells to the right of the farthest 
indented subentry. 
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21:22 


21.2.3 


One level: 1-3 

Two levels: 1-5, 3-5 

Three levels: 1-7, 3-7, 5-7 

Four levels: 1-9, 3-9, 5-9, 7-9 

etc. 
Font Attributes. Ignore entry word font attributes when a// 
entry words are emphasized. Use emphasis only for entry 


words requiring distinction, e.g., book titles, foreign terms, 
etc. 


Example 21-1: Italicized Entry Word 





“Action archaeology,” 302 

Action theory of development of states, 313,316 
Adapis, 130 

Adaptation, 50,52, 55 











Alphabetical Divisions 


a. Center alphabetical division letters. 

b. The grade 1 indicator is used before alphabetical division 
letters as required. 

c. Insert a blank line before, but not after, the first 
alphabetical division. 

d. Do not insert blank lines before or after other 
alphabetical divisions. 

e. Follow print for capitalization. 

Alphabetical divisions are followed by at least one line of 

text at the bottom of the braille page. 


ah 
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Example 21-2: Alphabetical Division Preceded by a Blank Line 





Words to Know: Access Guide 
Go to the page number for word definitions. 


A 
abominably, 930 











g. Insert one blank line when print uses only blank lines to 
separate alphabetical divisions. 


Example 21-3: Blank Lines Indicating Alphabetical Divisions 





External migration, 707 
Extinction, 683-684 


Falciparum malaria, 3, 44, 53,54 











h. Do not insert blank lines if alphabetical divisions are not 
indicated in print. 


Example 21-4: Alphabetical Divisions not Indicated 





External migration, 707 
Extinction, 683-684 
Falciparum malaria, 3, 44, 53,54 
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21.2.4 Cross-References (“See” or “See also”) 


a. Follow print for placement. 
b. Retain font attributes. 


Example 21-5: Cross-References 


High Middle Ages, 217-42 
Agriculture, 218-20, 229 
Russia, 254-55. See also Soviet Union 
See also Early Middle Ages 











21.2.5 Alphabetic Reference Type and Letter Sequence on the 
Title Page. When an alphabetic reference (e.g., dictionary, 
thesaurus, etc.) occupies more than one braille volume, 
include the sequence of letters that identify the range of 
entries contained in that volume on the title page. Insert this 
information after the volume number. In addition: 


a. Include the type of alphabetic reference, e.g., “Index,” 
“Thesaurus,” etc. 

b. Use uncontracted braille for the letter sequences. 

c. Place the same letter sequence on the volume binding or 
spine in both print and braille. 


Example 21-6: Title Page Format for Inclusive Letters of Index 





Volume 2 Index alt-arte 





21.3 Guide Words 
21.3.1 Print Page Guide Words 


a. Omit print guide words unless the text is teaching 
readers how to use guide words. 
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b. When discussed in the text, center the print page guide 
words at the beginning of each print page. 

c. Do not leave blank lines before or after print page guide 
words. 

d. Insert a transcriber’s note before an excerpt or facsimile 
to inform the reader when print shows only the first and 
last entry words on facing pages. Sample: 


In the excerpt below, print guide words are centered at the 
beginning of each print page. 


Example 21-7: Print Guide Words on Facing Pages 





braille 














e. Follow print for the symbol used between two guide 
words. 
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Example 21-8: Examples of Print Guide-Word Separators 





infer-inherit 

infereinherit 

infer— inherit 

infer | inherit 
Pu pat gpa thet es 
Ta ae se ee geet Sa co ce st ee 


J Prune atepgephiet teens 





Tee ee a gee as 








21.3.2 Braille Page Guide Words. Add braille page guide words 
to all alphabetic references except bibliographies. An agency 
may choose to omit the guide words in certain alphabetic 
references, such as indexes. 


a. Guide words indicate the first and last main entries on 
the braille page. 

b. Do not generate guide words for subentries. 

c. Center guide words on the last line of every braille page. 

d. At least three blank cells must precede the first guide 
word. 

e. Leave at least three blank cells between the last guide 
word and braille page number. 

f. Leave at least three blank cells after the second guide 
word when there is no braille page number on interpoint 
even pages. 

g. Do not include punctuation attached to the end of the 
entry word in the guide word text. 

h. Use a dash to connect guide words. 


Example 21-9: Guide Words with Dash 





4 aboriginal: ... 


24 -agogy:... 





5 ee a 
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21.4 
21.4.1 


21.4.2 


i. Shorten guide words when entry words are too long to fit. 
Do not add a period. Include enough letters from each 
entry word to make it intelligible. 


Example 21-10: Shortened Guide Words 





2 acetylsalicylic acid: ... 
22 acquired immune deficiency syndrome: ... 


23 
24 


25 thease etts 











j. Use the last guide word from the previous page(s) 
followed by “(cont.)” when there are no new main entry 
words on a braille page. 


Example 21-11: Continued Guide Word 














2 kayak:... 
23 keep:... 
oe 
25 kayak—keep 
—New Braille Page— 
1 ... (definitions for keep continue for the rest of the braille page) 
24 
DG es a ae a eee 
Indexes 


Indexes may be found on the last pages of a text or printed 
on the inside cover. 


Transcribe indexes printed in two or more columns as a list. 
Do not retain column headings. Insert a transcriber’s note to 
explain the change to print format. 
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21.4.3 


21.4.4 


Font Attributes. Omit font attributes when a letter such as 
m for map, or p for photograph is emphasized as part of a 
page number in the index. 


Example 21-12: Emphasized Page Numbers 





Index 932 
Page numbers after an m refer to a map. 
A 
Aegean Sea, 247, 248, 250, m247 
Africa, 368-373, 671,m608 











An index entry consists of the word or phrase with all its 
page references and subentries. 


Example 21-13: Index with Listed Subentry 





A 


Abenaki, creation myths of, 658-659 

Acquired immune deficiency syndrome (AIDS) 
culturally specific education and services for, 490-491 

Action anthropology, 687 





Change subentries in paragraph form to a nested list. Start 
main entries in cell 1. All runovers are in the same position. 
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Example 21-14: Paragraphed Index Entries with Subentries 





AirWays, 70 
Alabama, as right-to-work law state, 201; percapita personal income, 
399; growth ofreal per capita personal income, 399 





References without Syllabification or Pronunciation 
Entry Words 


a. The entry-word segment includes the word or phrase 
being defined. 

b. The definition segment includes the part-of-speech label, 
definition, descriptions, examples, etc. 

c. Leave one blank cell between the entry-word segment 
and the definition segment when the entry word is 
followed by punctuation, capitalization, or enclosure 
symbols. 


Example 21-15: Entry Word Followed by Punctuation 





addiction: compulsive drug craving and use, despite adverse 
consequences 








Example 21-16: Entry Word Followed by Capitalization 





alpha waves The relatively slow brain waves ofa relaxed, awake state. 
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21.5.2 


Example 21-17: Entry Word Followed by Enclosure Symbols 





antique (n.) relic, artifact, heirloom, survival, rarity, 
monument, vestige, ruin. 











d. Leave two blank cells between the entry-word segment 
and the definition segment when it is not followed by 
punctuation, capitalization, or enclosure symbols. 


Example 21-18: Entry Word Followed by Lowercase Definition 





acronym a word formed by using the initial letters of other 
words: radar (radio detecting and ranging) 











e. Insert two blank spaces before the start of all definitions 
or descriptions when the alphabetic reference has a 
variety of entry styles. 


Example 21-19: Mixed Entries 





daft crazy, silly 
daily (dailies) occurring every day 











Abbreviations for Parts of Speech 


a. Omit font attributes unless needed for distinction. 
b. Follow print for use of punctuation. 
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21.503 


21.6 
21.6.1 


21.6.2 


21.6.3 


Example 21-20: Abbreviation with Font Attribute Omitted 





apply v tolay orspreadon. 











Sample Sentences. Retain font attributes in sample 
sentences. 


Example 21-21: Sample Sentence with Font Attributes 





apply to lay or spread on. Please apply the wax in a circular motion. 











Glossaries 

Simple Glossaries. There is no syllabification or 
pronunciation in a simple glossary. Follow print layout of 
entries and subentries arranged in paragraphs, lists, or other 
formats. (See Sample 21-1: Simple Glossary on page 21-26 
and Sample 21-2: Multilevel Glossary on page 21-28.) 


Glossaries with Pronunciation. The basic format of a 
glossary is the same when it includes pronunciation. (See 
Formats, §20.7, Pronunciation.) When entry words are 
shown with syllable breaks, insert the word in contracted 
form with no syllable breaks at the margin. Follow this (after 
one blank cell) with the word showing syllable breaks and 


using contracted braille. (Gee Sample 21-3: Glossary with 
Diacritics on page 21-30.) 


English and Foreign Language Glossaries. English and 
foreign language entry words are frequently separated by a 
slash or dash, with the foreign language definition following 
on the same line. 


a. Use contracted braille for English entry words. 

b. Use uncontracted braille for foreign language entry 
words, using the appropriate accented letters and 
symbols for the language. (See UEB, §13, Foreign 
Language. ) 





21-11 Section 21 
Alphabetic References 


21.6.5 


c. List foreign language symbols on the Special Symbols 


page. 


Example 21-22: Simple English/Spanish Glossary 








bacteria/bacterias Pequefiisimos microorganismos unicelulares. (B59) 
balance/equilibrio La habilidad de no caer. (C25) 
benign/benigno Que no es canceroso. (D64) 





d. The language by which the glossary is organized should 


f. 


be used for guide words. (See Sample 21-4: Guide Words 
for English/Spanish Glossary on page 21-32.) 

English and foreign language glossary words may appear 
as separate entries on the same page. Use 1-5 margins 
for the main entry words, 3-5 margins for the subentry 
words. (See Sample 21-5: Side-by-Side English/Spanish 
Glossary on page 21-33 and Sample 21-6: Nested 
English/Spanish Glossary on page 21-34.) 

English and foreign language glossary word entries may 
appear on facing pages. Combine the entries into a 
nested list as above, and use combined print page 
numbers, e.g., 454-455, a454-455, b454-455, etc. 


Glossaries with Samples. Some glossaries and handbooks 
may include examples of print formats, e.g., lines of poetry, 
sentence diagrams, other illustrative materials, etc. 


d. 


b. 
C 


Omit illustrations when they do not add information to 
the entry. 

Retain diagrams in math and science textbooks. 

Treat the entry word or entry heading as a cell-5 
heading. Use this format for the entire section, even if 
some entries do not have samples. 


. Guide words are generated from the cell-5 headings. 
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21.7 
21374 


21.7.2 


24753 


21.8 
21.8.1 


e. Use the appropriate format for the example, e.g., 
paragraphs, poetry, etc. 

f. Do not insert a blank line between the heading and 
illustrative material, even though blank lines are required 
in specific formats, such as poetry. (See Sample 21-7: 
Glossary with Lines of Poetry on page 21-35.) 

g. Examples of glossary terms are treated as displayed 
material when they follow the definition. (See Formats, 
§9, Displayed Material, Attributions, and Source 
Information. ) 


(See Sample 21-8: Glossary with Displayed Text on page 
21-36.) 


Thesauruses 


Thesauruses may be a listing of synonyms, antonyms, etc., 
or a listing of a specialized vocabulary. Generally diacritics 
are not used. 


a. Follow print layout of entries and subentries. 
b. Follow print for the spacing of a dash, which typically 
indicates antonyms. This dash cannot end a braille line. 


Single-Level Thesaurus. Use 1-3 margins for all entries. 
(See Sample 21-9: Single-Level Thesaurus on page 21-38.) 


Multilevel Thesaurus. Print does not always use indention 
to indicate subentries. In this case, the entries are often 
bold and subentries are another font attribute, such as 
italics. 


a. Use a nested list format, with 1-5 margins for all main 
entries and 3-5 margins for all subentries. 

b. Omit font attributes for entry words at the main and 
subentry levels. 


(See Sample 21-10: Multilevel Thesaurus on page 21-39.) 


Dictionaries and Facsimiles 


Dictionaries include a number of features not found in other 
alphabetic references. 
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Special Print Markers. Follow print for the placement and 
spacing of print markers, e.g., symbolic colon. List the 
symbols on the Special Symbols page or in a transcriber’s 
note before the text. 


Example 21-23: Dictionary Entry with Left Angle Bracket 





bou-le-vard (bool’a vard’) n. [Fr < MDu 
bolwerc, bulwark] a broad street lined 
with trees, etc. 





a. Symbolic Colon. Some dictionaries use the symbolic 
colon (i.e., a boldface or regular colon, often printed with 
a space preceding and following it) to introduce a 
definition, or to separate two or more definitions. Follow 
print for placement and emphasis. 


Example 21-24: Lightface Symbolic Colon 





uncage... transitive verb : to release from or as if froma cage : free from 
restraint 








b. Dashes and Swung Dashes. Many dictionaries use the 
dash and/or the swung dash to replace or stand for the 
main entry word at certain points in the entries. Follow 
print for emphasis, number, and spacing of dashes. 
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21.8.3 


Example 21-25: Angle Brackets, Swung Dash 





stay ... 6. to keep even in a contest or rivalry< ~ with the leaders> 








c. Follow print when a swung dash is followed by an 
unspaced letter or letters. 


Example 21-26: Symbolic Colon, Angle Brackets, Swung Dash 





stay ... 3. : to remain during < ~ed the whole time> 











Terminology 

a. Entry. The entry includes the word or phrase being 
defined. It also includes pronunciation information; 
derivations; parts of speech; definitions; subentries, 
antonyms, synonyms; sample sentences; and 
illustrations. 


Example 21-27: Entry (See Example 21-30 for Braille) 





pre-sen-ta-tion \pre’-zen-ta’-shan\n (15 c) 1 a : theact of presenting b: 
the act, power, or privilege esp. ofa patron ofapplying to the bishop or 
ordinary for instituting someone into a benefice 2 : something presented: 
a: asymbol or image that represents something b : something offered or 
given 3 : animmediate object of perception, cognition, or memory 
—-pre-sen-ta-tion-al 











b. Entry-Word Segment. A main entry-word segment 
includes the word or phrase, the respelling, and the 
pronunciation. 
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Example 21-28: Entry-Word Segment in Dictionary Entry (Print Only) 





pre-sen-ta-tion \pre -zen-ta -shan\ 7 (15 c) 1 a: theact of presenting b: 
the act, power, or privilege esp. ofa patron ofapplying to the bishop or 
ordinary for instituting someone into a benefice 2 : something presented: 
a: asymbol or image that represents something b : something offered or 
given 3 : animmediate object of perception, cognition, or memory 
—pre-sen-ta-tion-al 











c. Definition Segment. The definition segment includes 
the part-of-speech label, definition, descriptions, 
examples, etc. 


Example 21-29: Definition Segment in Dictionary Entry (Print Only) 





pre-sen-ta-tion \pre’-zen-ta’-shan\n (15 c) 1 a : the act of presenting b : 
the act, power, or privilege esp. ofa patron ofapplying to the bishop or 
ordinary for instituting someone into a benefice 2 : something presented: 
a: asymbol or image that represents something b : something offered or 
given3 : an immediate object of perception, cognition, or memory 
—pre-sen-ta-tion-al 











d. Subentry. A subentry is an entry that is subservient to 
the main entry. It may be a definition, another part of 
speech, another form of spelling, or a cross-reference. 
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Example 21-30: Subentry in Dictionary Entry 





pre-sen-ta-tion \pre’-zen-ta’-shen\n (15 c¢) 1 a : theact of presenting b: 
the act, power, or privilege esp. ofa patron ofapplying to the bishop or 
ordinary for instituting someone into a benefice 2 : something presented: 
a: asymbol or image that represents something b : something offered or 
given3 : animmediate object of perception, cognition, or memory 
—pre-sen-ta-tion-al 











e. Sub-subentry. A sub-subentry is subservient to the 
subentry. 


Example 21-31: Sub-subentry in Dictionary Entry (Print Only) 





pre-sen-ta-tion \pre’-zen-ta’-shan\n (15 c) 1 a : theact of presenting b : 
the act, power, or privilege esp. ofa patron ofapplying to the bishop or 
ordinary for instituting someone into a benefice 2 : something presented: 
a: asymbol or image that represents something b : something offered or 
given 3 : an immediate object of perception, cognition, or memory 
—pre-sen-ta-tion-al 
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21.8.4 


21.8.5 


Single-Level Dictionary Entries 
Example 21-32: Single-Level Dictionary Entries 





active duty — Full-time duty in the active military service of the United 
States. See also active duty for training; inactive duty training. 











Multilevel Dictionary Entries. All of the following are 
treated as subentries, no matter how they appear in print: 


a. Parts of speech: Each part of speech is treated as a 
subentry when an entry includes more than one part-of- 
speech label. 

Each numbered or lettered definition. 

Run-in derived entries, e.g., —flat-ly adv. —flat-ness n. 
Synonyms or antonyms. 

“See also” references when they apply to the entry and 
all subentries. 


maemo 


Example 21-33: Dictionary with Subentries 





im-prove (im-prdov’) v. 1 to make or become better [Business has 
improved.|2 to make good use of [She improved her spare time by 
reading. ]—-im-proved’, im-prov’ing 











f. Second-definition levels are treated as sub-subentries. 
g. Words of foreign derivation are contracted. 





21-18 Section 21 
Alphabetic References 


21.8.6 


21.8.7 


(See Sample 21-11: Dictionary with Sub- and Sub- 


subentries on page 21-40.) 


Entry Words with Superscript Numbers 


a. Regardless of print placement, place the superscript 
number after the entry word in braille. Follow print for 
spacing. 

b. List the superscript indicator on the Special Symbols 
page, or in a transcriber’s note before the text. 

c. Insert a transcriber’s note when the superscript numbers 
appear before the entry words in print. Sample: 


Superscript numbers appear before the entry word in print. 
They are inserted after the entry word in braille. :3 + 1s the 
superscript indicator. 


Example 21-34: Superscript Numbers Before Entry Words 





‘live /liv/ v. intr. To be alive; exist 
*live /liv/ adj. Having life; alive: live animals 











Example 21-35: Superscript Numbers After Entry Words 





live! /liv/ v. intr. To be alive; exist 
live? /liv/ adj. Having life; alive: live animals 











Marginal Labels. See Formats, §16.11, Keying Technique 
for Marginal Labels, when dictionary excerpts/facsimiles 
have marginal labels. 
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21.9 
ZAI A 


21.9.2 


Alphabetic References in Foreign Language Materials 


These guidelines are unique to the formatting of alphabetic 
references in foreign language materials. 


d. 


Ignore print emphasis for entry words, subentry words, 
and all translations and definitions unless needed for 
distinction. 


. It is important to determine whether abbreviations are 


given in English or in the foreign language, e.g., inf. can 
mean either infinitive or infinitif, and sing. may represent 
either singular or singulier. Follow the guidelines for 
foreign language materials using contracted braille for 
English abbreviations and uncontracted braille for foreign 
abbreviations. (See Formats, §1.16, Foreign Material in 
English Context. ) 


Bilingual Reference Materials 


a. 
b. 


Use nested list format. 

A complete entry word consists of the main entry word 
itself plus its pronunciation, abbreviation for gender, part 
of speech, and other forms of the word. 

Insert a braille colon to indicate a change in language 
after each complete entry or subentry word that is 
followed by a translation. If a print comma appears at 
this point, omit it and substitute a colon. 


. If a special print sign (e.g., an asterisk) is printed after 


an entry word, the asterisk symbol is transposed to 
precede the entry word. Explain this rearrangement in a 
transcriber’s note placed before its first occurrence. 

Use the following format when articles, reflexive 
pronouns, special print signs, specially marked items, or 
English infinitives, are shown before entry words. 


(1) Begin the longest article, reflexive pronoun, etc. in 
cell 1. 

(2) Align the initial letters of the foreign language words. 

(3) The left margin is the braille cell in which the initial 
letter of the entry words appears. 

(4) Adjust each braille page to align the main entry 
words on that page. 
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(5) All runovers are two cells to the right of the main 
entry left margin. If the main entry begins in cell 4, 
runovers are in cell 6; if the main entry begins in cell 
5, runovers are in cell 7. 

(6) Begin subentries two cells to the right of the main 
entry margin and adjust the runovers accordingly. If 
the main entry begins in cell 5, all subentries begin 
in cell 7 and all runovers begin in cell 9. 

(7) When there is more than one element preceding a 
foreign main entry word, the established margin is 
still at the entry word itself. 


Example 21-36: Foreign Language Glossary 





las botas boots, 8 
el bote boat, 9: el bote de vela 
sailboat, 10; pasear en bote de vela to go 
out in a sailboat, 10 
el brazo arm, 7 
brillar to shine, 7 
brindar to offer, 5 





f. When a print colon and a subentry word, rather than a 
translation, are shown following the entry word, 
substitute a semicolon for the colon. Place the subentry 
word on the following braille line at the established 
margin. The translation follows on the next braille line 
indented two cells to the right of the established margin. 
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Example 21-37: Foreign Language Glossary with Print Colon 





to show ensefar, 4; to show photos 
ensefiar fotos, 9 


shy timido(a), 2 

sick: to be estar enfermo(a), 7 
silk la seda, 8 

silly tonto(a), 3 











21.9.3 Dashes and Hyphens in Foreign Entries 


a. Insert the appropriate modifier (unspaced) before the 
braille dash or hyphen if an accent mark is shown above 
the print symbol. (See UEB, §4.2, Modifiers.) Explain this 
usage on the Special Symbols page. 

b. Represent a spaced dash, hyphen, or special print sign 
that is used to indicate the repetition of an entire word by 
a spaced braille dash. 


Example 21-38: Repetitions Shown with Print Symbols 


coup, — de pied 
der Laden, = 
das Leben, — 











c. Represent a dash, hyphen, or special print sign (often 
unspaced) used to indicate the omission of a word or 
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word part to which an addition is to be made by the 
braille hyphen. 


Example 21-39: Additions Represented by Print Symbols 








dessus, la-= 

der Tisch, —e 

der Spass, -e or -sse 
exacto, -a 

tu —ses, ilAt 





Guide Words in Foreign Language Texts 


a. Omit articles, reflexive pronouns, or other elements that 


precede foreign entry words when choosing guide-word 
text. 

. Use only the initial entry word as a guide word when an 
entry consists of two or more foreign words. Use the first 
two words of an entry when two or more consecutive 
entries have the same initial word. 
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21.10 Samples 


Sample 21-1: Simple Glossary, page 21-26 

Sample 21-2: Multilevel Glossary, page 21-28 

Sample 21-3: Glossary with Diacritics, page 21-30 
Sample 21-4: Guide Words for English/Spanish Glossary, 


page 21-32 
Sample 21-5: Side-by-Side English/Spanish Glossary, page 
21-33 


Sample 21-6: Nested English/Spanish Glossary, page 21-34 
Sample 21-7: Glossary with Lines of Poetry, page 21-35 
Sample 21-8: Glossary with Displayed Text, page 21-36 
Sample 21-9: Single-Level Thesaurus, page 21-38 

Sample 21-10: Multilevel Thesaurus, page 21-39 


Sample 21-11: Dictionary with Sub- and Sub-subentries, 
page 21-40 
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Sample 21-1: Simple Glossary 


Glossary of Botanical Terms 


Appressed: Lying close and flat against, as hairs against a surface. 

Axil: The angle formed by a leaf or branch with the stem. 

Axillary: Situated in an axil. 

Bipinnately Compound: Twice pinnately compound; the primary leaflets being further 
divided into secondary leaflets. 

Calyx: The collective term for all the sepals of a flower. 

Corolla: The collective term for all of the petals of a flower. 

Drupe: A fleshy fruit, surrounding a stone that contains a single seed. 

Husks: Tiny thin scales enclosing a grass grain, often having hairlike appendages to 
assist with wind and animal dispersal of the seed. 

Lenticels: Raised pores or short lines on the stems of plants, usually corky in color. 

Ligule: Atiny membranous projection often fringed with hairs, from the summit of the 
sheath of grasses, located in the uxil. 

Panicle: A loose irregularly branched inflorescence (flower cluster). 
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—New Braille Page 


Return to Text 





Section 21 


Alphabetic References 


21-27 


Sample 21-2: Multilevel Glossary 


Conjunction A word or phrase that connects words, phrases, or clauses. 
Coordinating Connects words, phrases, or clauses of equal rank: 


and, but, or, and nor. 
Correlative Conjunctions consisting of two elements used in pairs: 


OF 


both... and, either . 


Return to Text 
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21-28 
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Sample 21-3: Glossary with Diacritics 


—6— 

ac-cord-ing (a-kor’-ding) in agreement 

ac-count (3-kount’) explain. Can you account for the broken dishes in the sink? 

ac-tu-al-ly (ak -chii-al-é) 1. truly. 2. in fact. Are you actually going to read that whole 
book this week? 

ad-mire (ad-mir’) look up to. The little children admire their teacher. 

ad-jec-tive (a -jik-tiv) a word that tells about a noun. There are two adjectives in that 
long sentence. 

ad-verb (ad -vérb) 1. a word that tells about verbs and is also used to tell about 
adjectives and other adverbs. 2. a word that tells where, when, how or how much. She 
looked closely at the sentence and quickly found two adverbs in it. 

a-gree(e-gré ) 1. think the same as. Iagree with your ideas on how to grow vegetables. 
2. be the same as. 
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10 


17 


18 


19 


Return to Text 
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21-31 


Sample 21-4: Guide Words for English/Spanish Glossary 


anomie/desmandado 7. condicion social en la cual las normas son débiles. 


conflictivas o ausentes 


apprehension/aprension s. temor delo que pueda pasar; ansiedad 


(Return to Text) 
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Sample 21-5: 


F 

factors (p.10) Two or more 
numbers that are multiplied 
together to form a product. 


Side-by-Side English/Spanish Glossary 


factores Dos 0 mas numeros 
que se multiplicand entre si 
para formar un producto. 
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Sample 21-6: Nested English/Spanish Glossary 


A 
absorption The process by which nutrients pass through the 
lining of the digestive system. 
absorcién Proceso mediante el cual los nutrientes pasana 
través de las paredes del sistema digestivo. 


(Return to Text) 
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Sample 21-7: Glossary with Lines of Poetry 


Austen, Jane: English novelist 
“Tt is a truth universally acknowledged, that a single man in 
possession ofa good fortune, mustbe in want ofa wife.” 


Dickinson, Emily: American poet 
There’s a certain Slant oflight, 
Winter afternoons— 
That oppresses, like the Heft 
Of Cathedral Tunes— 
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Sample 21-8: Glossary with Displayed Text 


Paradox 
A paradox is a statement that seems to contradict itselfbut is, 
nevertheless, true, as in the beginning of this poem: 


Much Madness is divinest Sense 

Toa discerning Eye; 

Much Sense the starkest Madness. 
—Enmily Dickinson 
from “Much Madness is divinest Sense” 


Personification 
Personificationis a figure of speech in which human qualities are 
attributed to an object, animal, or idea. In “Incident in a Rose Garden” 
by Donald Justice, death is personified as someone who wears black 
and grins. In this line, morning is personified: 


The grey-eyed morn smiles on the frowning night ... 
—William Shakespeare, from Romeo and Juliet 
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BR WN Bf 


Oo Oo NN D MN 


10 
11 
12 
13 
14 
15 
16 
17 
18 
19 
20 
21 
22 
23 
24 
25 
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Sample 21-9: Single-Level Thesaurus 


agree v. coincide, get along, side with, harmonize with, match up, concur, 
stand together, go along with, say yes to, conform —Ant. differ, disagree, 


debate. 


alarm 7. anxiety, apprehension, dismay, distress, dread, strain, stress, 


tension —Ant. assurance, composure, peace, repose, security. 


(Return to Text) 
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BRB WN 


Oo Oo N DD 


10 
11 
12 


Sample 21-10: Multilevel Thesaurus 


Thesaurus 
Aa 


agree v. to express one's willingness or approval. My parents agreed to get a dog 
for my brother and me. 

approve to say Officially that something is correct or should be done. 
The principal approved the plan for the field trip. 

consent to say yes. Did Judy consent to the plan? 

antonyms: deny, refuse 
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Sample 21-11: Dictionary with Sub- and Sub-subentries 


fum-ble /fumbol/ v. & n. ev. 1 intr. (often foll. by az, 


2 tr. ahandle clumsily or nervously. b Football drop 


(the ball). e”. an act of fumbling. —fum-bler x. fum- 


with, for, after) use the hands awkwardly; grope about. 
bling-ly adv. 


11 


14 


15 


Return to Text 
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21-40 


Section 22 


Bibliographies 
22,1 -FUNGEMCNTAIS wesseedieencetieensowtienniiwhsdenieolieemi eb onsh ees eerieetiee nicer 22-1 
2Z.2 <{BIDNOOGraDNY PORMabscescitesssecndeeitz nds nnsienduaneiestenmdientsansientsanguendianeoes 22-1 
22.3 Annotated Bibliographies .............cccccceeseeeeseeeeeseeeeeeeseeeeseeeneeresensanes 22-3 
22.1 Fundamentals 
22.1.1 Bibliographies may appear at the ends of chapters, books, 
articles, etc. Print bibliographies vary in appearance, but are 
treated consistently in braille. 
22.2 Bibliography Format 
2221 List each bibliography entry using 1-3 margins. See Formats, 


§22.3 to learn how to format annotated bibliographies. 


Example 22-1: Bibliography 





Leiber, M. J., and Jamieson, K. M. 1995. Race and Decision making, 
within juvenile justice: The importance of context. Journal of 
Quantitative Criminology 11(4)363-388. 

Poupart, L. 1995. The overrepresentation of minority youths in the 
California juvenile justice administration: Racial disparities in an 
urban juvenile court. In Minorities in Juvenile Justice edited by K. K. 
Leonard, C. E. Pope, and W. Feyerherm. Thousand Oaks, CA: Sage 
Publications. 
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22.2.2 Follow print for punctuation and font attributes. 


22.2.3 If two or more works by the same author are listed, a long 
print dash frequently is substituted for the author’s name. 
Use the long dash, spaced as shown in print, to reflect this 
type of print dash accurately. Follow print if other symbols 
are used. 


Example 22-2: Bibliography with Long Dash 





Johns, Evan. 1965. AnIndustrial History of Ontario. Toronto: 
Fieldhouse Press. 
. 1971. Canada's Railroads. Toronto: Fieldhouse Press. 














Example 22-3: Bibliography with Three-Hyphen Dash 





Puzo, Mario. The Family: A Novel. Completed by Carol Gino. New 
York: Harper, 2001. 

Rowling, J. K. Harry Potter and the Chamber of Secrets. New York: 
Scholastic, 1999. 

---. Harry Potter and the Prisoner of Azkaban. Thorndike, ME: 
Thorndike, 2000. 














22.2.4 Transcribe bibliographies that are entirely in a foreign 
language in uncontracted braille using the appropriate 
foreign alphabet symbols. 
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22.3 
22.3.1 


22.3.2 


Annotated Bibliographies 


Annotated bibliographies have descriptive information as 
well as bibliographic information. List the bibliographic 
information using 1-5 margins and the descriptive 
information using 3-5 margins. 


Use margins of 1-5, 3-5 for mixed bibliographies that include 
both annotated and unannotated entries. 


Example 22-4: Annotated Bibliography 








L’Engle, Madeleine (1973). Wrinkle in Time. New York: Bantam 
Doubleday Dell Books for Young Readers. 
This Newbery Medal winner is a mixture ofscience fiction and 
mysticism. Two children anda friend must rescue their father 
from the fifth dimension. 
——. The Small Rain (1945). New York: Farrar Straus Giroux. 
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Appendix A 
Changes and Amendments 


Changes from Braille Formats: Principles of Print-to-Braille 
Transcription, 2011 to Braille Formats: Principles of Print-to-Braille 
Transcription, 2016. 


This listing is of the most significant changes to this revision and does 
not include sections where things were changed to use UEB symbols 
rather than EBAE symbols. The section headings listed below are those 
that appeared in the 2011 version; the section numbers refer to those 
in the 2016 revision. 


Section 1: 


§1.2 


§1.5 
§1.6.3 
§1.6.4 
§1.9.5 
§1.11.6 
§1.11.8d 


§1.15.2 
§1.16 


Section 2: 


§2.3.4g 
§2.3.6g 


§2.3.7a 
§2.5.2e 
§2.10.1c 
§2.10.2b 
§2.10.3b 


Section 3: 


Basic Principles and General Formats 


Transcriber’s Notes for technical guidelines that are used 
(e.g., Guidelines and Standards for Tactile Graphics and 
Music Braille Code) 

Formatting for magazines or newsletters 

Preliminary volumes 

Supplemental volumes 

Break in context 

Page change indicators for pages with no print numbers 
Clarified wording regarding uncaptioned illustrations that 
take up a whole print page 

Repeated or omitted braille page numbers 

Foreign material in English context 


Transcriber-Generated Pages and Front Matter 


Grade levels 

Printing history (requirement for printing history 
statement was removed) 

Code used is to be placed on the title page 
Special Symbols page should be in braille order 
Volume indicators and brief contents 

Table of contents begin on a new page 

Added words are enclosed in transcriber’s note 
indicators 


Transcriber’s Notes 
No content changes 





A-1 Appendix A 
Changes and Amendments 


Section 4: 
84.8.1 


Section 5: 


Section 6: 


§6.7.3e 
§6.8.2b 


Section 7: 
87.5.2 


Section 8: 


Section 9: 


§9.5.5 
§9.7.1¢ 


Section 10: 


Section 11: 


§11.2.5g 
§11.6.4 

§11.7.1) 
§11.8.1c 


§11.16.1h 


§11.16.11 
§11.17.1c 


Section 12: 


Headings 
Fully capitalized paragraph headings 


Font Attributes 


This section was completely rewritten. Follow print for 
emphasis used and use UEB typeform indicators. 


Illustrative Materials 


Use an underscore to represent blanks 
Use three dot 5s to represent missing data 


Boxed Material 
Colored boxes 


Lists 
No content changes 


Displayed Material, Attributions, and Source 
Information 


Source citations and permission to copy 
Use the script typeforms to indicate handwriting 


Exercise Material 
No content changes 


Tables and Related Columns 


Source citations to tables 

Use guide dots to indicate blank space in tables 

Numeric passage indicator and tables 

Keys may not correspond to shortform words or 
contractions 

Use guide dots to indicate blank space in tables 

Listed format requires a transcriber’s note 

Linear format does not require a period at the end of the 
row 


Sidebars 
No content changes 
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Section 13: Poetry and Song Lyrics 
§13.11.2a Permission-to-copy notice 


Section 14: Plays, Cartoons, and Graphic Novels 


§14.1.2 Follow print for capitalization on speaker names 

§14.1.3 Retain print emphasis on speaker names 

§14.1.4 Retain only capitals if both capitals and emphasis are 
used on speaker names 

§14.5.1¢ Follow print for punctuation after speaker names; do not 


add punctuation not found in print 
§14.5.1d Speaker names with no print distinction 


§14.5.3a Stage directions and cues between lines of dialogue 

§14.5.3b Additional paragraphs in stage directions 

§14.7.2 Stage directions 

§14.10.5 Frame numbers are enclosed in transcriber’s note 
indicators 

§14.11 Graphic novels 


Section 15: Line-Numbered and Line-Lettered Text 
§15.7.1 Emphasized rhyme scheme letters 


Section 16: Notes (Entire section) 


§16.2.2 Follow print for reference indicators 

§16.3 Emphasis as a reference mark (line numbers are no 
longer required to be part of the reference indicator) 

§16.4 Unmarked reference notes 

§16.6 Gloss notes in foreign language materials 

§16.9 Endnotes 


§16.11.1 Marginal labels 


Section 17: Spellers 

§17.5 Marked words in a list 

817.7 Word lists in foreign language materials 
§17.8.1.b Syllabified words 


Section 18: Grammar 





§18.2.2 Follow print; contractions may be used 
§18.7.1 Use UEB transcriber-defined typeform indicators for print 
emphasis 
A-3 Appendix A 


Changes and Amendments 


Section 19: 


§19.2.2 
§19.4 
§19.6 
§19.7 


Tests 


Section 20: 


§20.4.3 
§20.5.1 
§20.6 
§20.7.4d 
§20.7.5b 


Section 21: 


§21.8.6 
§21.9 


Section 22: 


§22.2.3 
§22.2.4 


Codes and Puzzles 

Grade 1 passage indicator and puzzle codes 
Morse code 

Word puzzles and the grade 1 passage indicator 
Puzzles and line mode 


This section was removed 


Pronunciation 

Follow print for emphasis in diacritics 

Follow print for free-standing diacritic symbols 
Syllabification and pronunciation 

Use the dot locator for “mention” on symbols in a list 
Use contractions in example words 


Alphabetic References 


Superscripts of entry words 
Alphabetic references in foreign language materials 


Bibliographies 
Use the long dash to represent a 3-em dash 
Bibliographies in foreign language materials 
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Appendix B 
Agency Decisions 


Some formats are agency decisions. The agency is responsible for 
distributing its decisions to transcribers who work for it. See the 
following sections for more specific details. 


Section 1: 
§1.6.1 
§1.6.3 
81.7.1 
§1.8.2 
§1.17 


Section 2: 
§2.3.3 
§2.3.6e 
§2.3.6g 
§2.3.7 
§2.3.8a 
§2.4.2 


Section 6: 


§6.4 
§6.11 


Section 8: 
§8.8.5f 


Section 10: 


§10.1.3 
§10.1.4 
§10.1.5 
§10.1.7d 


Section 11: 
§11.11.1 


Basic Principles and General Formats 

Volume size 

Designation of volume number for preliminary volume 
Page size, line length, and spacing 

Running head 

Volume labels 


Transcriber Pages and Front Matter 

Title page requirements 

Placement of reproduction notice 

Format of printing history 

Placement of transcriber/transcription segment 
Volume identification 

The inclusion of lists of consultants 


Illustrative Materials 


Decision to omit illustrations 
Guidelines when a tactile graphic is not produced 


Lists 
Inclusion of outline division guide on odd pages only 


Exercise Material 

Inclusion of repetitive material in exercises 

Requesting accommodations for expendable material 
Notification of material unsuitable for braille 

Whether question and answer choices should be shown 
on facing pages 


Tables and Related Columns 
Decision to change graphs to charts or tables 
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Section 16: Notes 


§16.7.7 Providing notes in a separate volume when the notes 
and text are on facing pages 

§16.10.1a Create an endnote section at the end of a volume 

§16.10.1b Move notes to a separate volume 


Section 19: Codes and Puzzles 
§19.1.2 Binding two-page puzzles to facing pages 


Section 21: Alphabetic References 
§21.3.2 Omission of guide words in alphabetical references 


Interpoint Guidelines 


§1.1.3 Request materials in interpoint 

§1.6.1 Volume size 

§1.15.1f Suppression of even page numbers 

§8.8.5f Use of guide text on odd pages only 

§10.1.7d Whether questions and answer choices must be on 


facing pages 
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Appendix C 
Blank Lines 


When a page change indicator occurs at a place where the guidelines 
require a blank line before it, (e.g., at the end of a list) and another 
guideline requires a blank line after it (e.g., before a centered 
heading) only one blank line is used. Place that blank line after the 
page change indicator. 


Alphabetical Divisions in Glossary or Index 

Blank line only before first alphabetical division 

Blank line as alphabetical divisions when print uses blank lines only 
No blank line before or after print guide words 

No blank line between a heading and illustrative material 


Alphabetic Page Number 
No blank line between alphabetic page number and heading 


Answer Choices 


Blank line before and after boxed answer choices 
Blank line before and after list of choices for multiple questions 


Attribution 
Blank line after an attribution 


Boxed Material 


Blank lines before the top box line and after the bottom box line in 
most situations 

Blank line between separate boxes that follow each other 

Blank line between adjoining vertical boxes 

Blank line after a page change indicator and before the top box line 

Blank line between heading and box when heading is unrelated to the 
boxed material 

Exceptions 

No blank line between related heading and top box line 

No blank line between bottom box line and source 

No blank line after a top box or before a bottom box line 

No blank line before or after interior box lines 
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Cartoons 
Blank line before and after each single cartoon or multi-frame cartoon 


Cell-5 Heading 

Blank line before but not after a cell-5 heading 
Exceptions 

Blank line after if followed by columned material 


No blank line between a top box line and heading on next line 
No blank line between cell-5 and related cell-7 heading 


Cell-7 Heading 

Blank line before but not after a cell-7 heading 

No blank line between cell-7 headings and lists 

Exceptions 

Blank line after if followed by columned material 

No blank line between a top box line and heading on next line 
No blank line before cell-7 heading that follows a cell-5 heading 


Centered Heading 

Blank line before and after a centered heading 

Exceptions 

No blank line between related centered headings 

No blank line after Following Volumes or Volume number in the table of 
contents 

No blank line after centered heading in the table of contents 

No blank line following a related centered heading following a box line 

No blank line when used as an alphabetic division in an alphabetic 
reference 


Codes 
Blank line before and after code characters 
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Columns and Tables 


Blank line after column/table before beginning regular text 
Follow print for blank lines within the column or table 

Blank line between sections of a table 

Blank line separates a cell-5 heading from columned material 
Blank line separates a cell-7 heading from columned material 


Correspondence, Instructional 
Blank line before and after the letter if not in a box 


Cross-References 
Blank line before and after cross-references and incidental notes 


Displayed Material 

Blank line before and after displayed material 

Exception 

No blank line between individual elements of displayed material 


Double-Spaced Material 

Two blank lines where there is normally one blank line 
Blank line before and after a page change indicator 
Exceptions 


No blank lines after a top box line 
No blank lines before a bottom box line 
No blank lines between a column heading and a separation line 


End of Volume 


Blank line before the end-of-volume statement, unless the text ends 
on line 24 


Epigraphs 
Blank line before and after epigraphs 
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Blank Lines 


Exercises 

Blank line before and after each complete exercise 

Blank line before and after displayed material in an exercise 

Blank line before and after exercise examples 

Blank line between page change indicator and directions/exercise 
material 

Blank line between directions and matching columns 


Expendable Materials 
Blank lines are inserted for writing answers 


Extraneous Material 
Blank line before and after extraneous material 


Headings 

Blank line before and after centered heading 

Blank line before cell-5 headings 

Blank line before cell-7 heading 

Blank line before heading when it follows a page change indicator 
Exceptions 

No blank line between headings and illustrative material in glossary 
No blank line between note separation line and heading 

No blank line between a cell-5 and cell-7 heading 

No blank line between related headings, e.g. chapter heading and title 
No blank line between top box line and following heading 

No blank line between centered heading and its related box 


Incidental Notes 
Blank line before and after the note 


Instructions (Directions) 

Blank line before but not after instructions unless required by other 
formats 

Keys 

Blank line before and after key 


Blank line before and after key list 
Blank line between key and title of column/table 
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Letters (Correspondence) 
Blank line before and after letter 


Line-Numbered Material 


Blank line between end of a note and beginning of line-numbered 
material (not within line-numbered material) 


Lists 
Blank line before and after a list 
Exceptions 


No blank line between a list and a cell-5 or cell-7 heading 
No blank line between a top box line and following list 


Notes 


Blank line between notes for multiple titles on same print page 

No blank line between note separation line and headings 

Blank line between notes and page change indicator when text is in 
same runover position as note 

Blank line before note separation line when required by other formats, 
such as end of a list 


Page Change Indicator 


Blank line after list, before page change indicator 

Blank line follows or precedes displayed material and the page change 
indicator 

Blank line after page change indicator and before exercises 

Blank line after page change indicator and before headings 

Blank line before the page change indicator when the text after the 
indicator begins in the same cell as note runovers 

Blank line between page change indicator and top box line 


Paragraphs 


Blank line before each blocked paragraph except following a cell-5 or 
cell-7 heading 


Plays 
Blank line after scene setting 
Blank line before and after end-of-play statement 
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Poetry and Lyrics 


Blank line before and after each poem or song 

Blank line between each verse or stanza 

Blank line before beginning new verse or stanza on new braille page 

Blank line before second writing of scansion 

Blank line following the music title before information printed between 
the title and the song 

Blank line between page change indicator and new stanza 

Blank line at top of braille page when new stanza begins 

Blank line between end of poem and note separation line 

Exception 

No blank line between entry word and poem in a glossary 


Print Blank Lines 
Blank line inserted to represent print blank lines in columns 


Puzzles/Grids 


Blank line before and after code key 
Blank line before and after each puzzle 


Running Head 


Blank line between running head and headings 

Blank line following running head before any format requiring a leading 
blank line, e.g., list, instructions, etc. 

Blank line between running head and repeated headings 


Second/ Subsequent Title Page 
Blank lines between title page segments 


Sentence Diagrams 

Blank line before and after each sentence diagram 

Blank line before each line in sentence diagram with arrows 
Sidebars 

Blank line before and after sidebar when not in box 


Source 
Blank line after the source 
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Table of Contents 


Blank line after Contents heading 

Blank line before connected centered headings 

Blank line before unit/part headings 

Blank line separates front matter or end matter from body matter 

Blank line before chapter or other identifier when it follows front 
matter 

Blank line before cell-5 heading in body of table 

Blank line before volume division 


Exception 
No blank line after centered headings (Volume, Unit, Part, etc.) 


Tables 


Blank line before and after a table 

Blank line when print uses blank line to indicate groupings or set off 
column totals 

Blank line between each row of listed table 

Blank line following transcriber’s note in wide table 

Blank line between transcriber’s note and key heading 

Blank line between end of key and table title 

Blank line between transcriber’s note and listing of column headings 
for stairstep table 


Title Page 


Blank line(s) between segments (no blank line within segment 
information) 


Transcriber’s Notes 


Blank line between transcriber’s note and key list and table title 

Blank line between transcriber’s note and listing of column headings 
for stairstep table 

Blank line between explanatory transcriber’s note and line-numbered 
material 

Blank line before directions 


Word Lists 
Blank line before and after word lists 
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Appendix D 
Foreign Language Symbols 
Guidance for Transcribing Foreign Language Material in UEB apply 


when a complete section is in a foreign language. See Formats, §1.16 
Foreign Material in English Context. 




































































D.1 French 

Symbol | Letter | Name 

ff a a circumflex 
a a grave 
¢ c cedilla 
é e acute 
é e circumflex 
é e diaeresis 
e e grave 
fj i circumflex 
i] i diaeresis 
6 o circumflex 
oe o-e ligature 
¢ u circumflex 
u u diaeresis 
u u grave 
= a-e ligature (archaic character) 

Example D-1: French 

Maél, issu d’une famille royale de Cambrie, fut envoyé dés sa neuviéme 

année dans |’abbaye d’Yvern, pour y étudier les lettres sacrées et profanes. 
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D.2 




















German 
Symbol Letter Name 
: a a umlaut 
0 o umlaut 
u u umlaut 
B ess-tsett 

















Example D-2: German 





Die Pflanzenschépfung dagegen wirkt durch stetige GroBe auf unsere 


Einbildungskraft. 
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Italian 



























































Symbol | Letter Name 

°: a a circumflex 
3 a a grave 

3: C c cedilla 

rH e e acute 

3: é e circumflex 
é e diaeresis 
: e e grave 

% i i circumflex 
3 i] i diaeresis 

:: i i grave 

iH 6 o circumflex 
“ 6 o diaeresis 
ue 0 oO grave 

rH ¢ u circumflex 
° U u diaeresis 
3 vy u grave 














Example D-3: Italian 





Un tratto importante, che caratterizza il grande movimento della civilta 
italiana risorgente e che risulta, non pure dalla poesia e filosofia di quel 














tempo, ... 
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Symbol Letter Name 

3 a a acute 

I S e acute 

3 [ i acute 

33 n n tilde 

: 0 o acute 

3 u u acute 

°: U u diaeresis 

3 C cedilla (archaic character) 
° é? question mark 

° i! exclamation point 

















Example D-4: Spanish 





,Cuales pantalones cuestan mas, los de él o los de ella? 
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E.1 
Exlet 


E.2 
E.2.1 


E252 


E:2.3 


E.3 
E.3.1 


E.3i2 


E.3:3 


E.3.4 


E.3.5 


E.3.6 


E.4 
E.4.1 


EAi2 


Appendix E 
Interpoint Guidelines 


General Information 


These guidelines are recommendations only. Agencies may 
choose to use some or all of them. The recommendations 
are presented to foster a consistency of procedure. 


Front Matter Pages 

The title page begins on the right-hand side. Some agencies 
leave the back of the title page (braille page t2) blank. 
Some agencies choose to have the table of contents begin 
on a right-hand page. 


All other preliminary pages may begin on a new right-hand 
or left-hand page. 


Text Pages 

The first page of text in a volume begins on a right-hand 
page. 

Some agencies choose to have units and chapters begin on 


a right-hand page, which allows a volume to be unbound 
and individual sections handed out easily. 


Include the print page number on all pages. 


The braille page number usually is on all pages. An agency 
may choose to omit the braille page number for left-hand 
pages. 


All braille pages must be accounted for, therefore blank 
pages have either an actual or implied braille page number. 


When used, a running head appears on all pages that have 
text. The running head is not used on blank pages. 


Graphics 
Braille is not produced on the reverse of a graphics page. 


See Guidelines and Standards for Tactile Graphics, 2010 for 
information on tactile graphics. 
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E.5 
E.5.1 


E.5x2 


E53 


E.5.4 


Special Formats 

Table of contents entries may be on line 25 of a left-hand 
page when even braille page numbers are suppressed. 
Line-numbered prose and poetry may be on line 25 of a left- 
hand page when even braille page numbers are suppressed. 


Guide words appear on both right-hand and left-hand pages. 
An agency may choose to limit the guide word text to right- 
hand pages. 


Expendable braille is single-sided only. 
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Appendix F 
Glossary for Transcribers 


acronym: a word formed by using the initial letters of other words 
radar (radio detecting and ranging) 


acute: a print accent mark 
café 


alliteration: repetition of initial sounds in two or more syllables or 
words 


Bill's boy Bobbie bent the bike. 


alphabetic reference: text listed in alphabetical order, such as a 
dictionary, index, or glossary 
analogies: comparisons of words 


a leaf is to a tree as a page is to a book 


arabic numbers: numbers written as 1, 2, 3, 4, 5, 6, 7, 8, 9, 0 

asterisk: print symbol * often used as a footnote or reference 
indicator 

attribution: identification of the source or author of the material 


Ask Not What Your Country Can Do For You 
—Inaugural Address by John F. Kennedy, January 20, 1961 


author segment: portion of braille title page with information 
concerning author(s) 

authorized entity: a nonprofit organization or governmental agency 
having a primary mission to provide specialized services related to 
training, education, or adaptive reading or information access needs 
of the blind or other persons with disabilities 

back matter: the material following the main body of the text; it may 
include—but is not limited to—a bibliography, glossary, and index 
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Glossary for Transcribers 


bar graph: a diagram showing information using vertical or horizontal 
bars 








Vector 


bibliography: a list of books, magazine articles, stories, and other 
resources used in the writing of the text 


Capodiferro, Alessandra, ed. Wonders of the World: Masterpieces of Architecture from 
4000 BC to the Present. Vercelli: White Star, 2004 








Cross, Charles R. Room Full of Mirrors: A Eiography of Jimi Hendrix. New York: 
Hyperion, 2005 





Maltin, Leonard, ed. Movie & Video Guide 2902 Edition. New York: New American, 2001 





Meidenbauer, J6rg, ed. Discoveries and Inventions: From Prehistoric to Modern Times 
Lisse: Rebo, 2004 














blank line: a line with no braille on it that appears between lines of 
braille; may also be line 2 or line 25 of a braille page 

blank space: a cell with no braille in it 

blocked paragraph: a paragraph with no indent 

body matter: the main text, including state-mandated materials and 
extra explanatory materials 

boldface: a font attribute used for emphasis 

braces: enclosure symbols { } 


Get your book {history, science, health} and follow me. 


brackets: enclosure symbols [ ] 
Get your book [history, science, health] and follow me. 
breve: a print accent mark indicating a short vowel 
tén 
bullet: print symbol e often used at the beginning of a list item; may 
appear also with another shape, such as a triangle A or diamond 
e go to bank 
e fill car with gas 
e pick up laundry 
caesura: double vertical lines representing a break in poetic meter 
To err is human; || to forgive, divine. 
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Glossary for Transcribers 


caret: a print proofreading symbol indicating letters or words are to 
be inserted 


not 
to be or to be 


cedilla: a print accent mark with a hook below the letter 
Francois 


chart: method of visually representing information, such as a pie 
chart, bar chart, and line chart 
circumflex: a print accent mark, often called a caret 


brdt 
column entry: intersection of a row and a column 
commentaries: material inserted to explain or elaborate on the text, 
often in a biblical context 


Introduction to Psalm (Matthew Henry’s Concise 
Commentary) 


David was the penman of most of the psalms, but some 
evidently were composed by other writers, and the writers of 
some are doubtful. ... 


compound word: a word composed of two or more words; 
specifically, two or more words joined together by a hyphen 
concept map: a visual arrangement of material to show relationships 





contracted braille: transcription that uses contractions for letter 
combinations or words 

credit lines: identification of the source or author of the material (see 
attribution) 
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cross-reference: reference directing the reader to another location in 
the same book 
declension: listing of a verb in all its forms, such as past and present 


Infinitive [write 


Past wrote 


Present Participle | writing 


Past Participle written 












Present: 


I write 


You [write 
He, Sne, It writes 
We write 


You write 


They | write 

definition segment: includes the part-of-speech label, definition, 
descriptions, examples, etc. 

diacritic mark: a print symbol that shows the pronunciation of a 
letter, such as the breve and acute 


DIACRITICS 











acute accent 





grave accent 





circumflex 





tilde 





macron 


breve 





hacek 





diaeresis 





cedilla 








diaeresis: two dots placed over a vowel to indicate that the vowel is 
pronounced as a separate syllable 
naive, Bronté 
diagramming: linear diagramming shows sentence structure on one 
line, using font attributes to distinguish parts of speech; spatial 
diagramming shows sentence structure using visual cues such as 
horizontal, vertical, and diagonal lines 
digraph: two successive letters that indicate a single sound 
ea in bread 
diphthong: a sound made by two vowels that seems to be 
pronounced without hesitation between the vowels 
oy in toy 
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directions: instructions given to the student concerning material 
immediately following the instructions 


Write the same words without endings in the second column. 


directive sentences: similar to directions, but not followed by an 
activity in the book to be completed 


Ask your grandparents about a significant world event in 
their life. 


elision: the omission of a letter or shortening of a word, e.g., comin’ 
for coming 

emphasis: accentuation of a word or words using color or attributes 
such as bold, underlining or italics 

ellipsis: a symbol—specifically, a set of three equally spaced periods— 
that shows the omission of a word or words, or numbers in a series 


em dash: a typographic dash, which is supposed to be as wide as an 
“m” (can vary between fonts), but frequently is twice as wide as an 
en dash; used as a break between two thoughts 


She is—according to her brother—a geek. 


en dash: a typographic dash the width of an “n”; typically used as a 
range in numbers 


It will be 14-16 days before the application can be 
processed. 


enclosure symbols: any symbols that come in pairs, such as 
quotation marks, parentheses, brackets, braces 

endnotes: footnotes (references) compiled at the end of a chapter, 
section, or book in print 

entry: a word or phrase, and all its accompanying information, in an 
alphabetical listing 

entry-word segment: a word(s) and its pronunciation 

enunciate: to pronounce, articulate; to state or set forth precisely or 
systematically 


enunciate a doctrine 
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epigraph: a quotation, with or without quotation marks, at the 
beginning of a chapter or unit that sets the theme of the section 


“Persons attempting to find a motive in this narrative will be 
prosecuted; persons attempting to find a moral in it will be 
banished; persons attempting to find a plot in it will be 
shot.” 

—From Huckleberry Finn 


exercise set: the complete assignment, which includes directions, 
examples, questions, and answer choices 

expendable materials: classroom worksheets, etc., intended to be 
written on by the student 

flowchart: diagram showing the step-by-step progression through a 
procedure or system, using connecting lines and symbols 





font: a specific size and style of a typeface 
Times New Roman, 14 pt bold 
Arial, 14 pt italic 
Courier New, 14 pt 
oe 3? (SimBraille, 14 pt) 
font attribute: the look of the print letter, e.g., boldface, italics, 
color, underlining, etc. 
footnote: an explanation or comment about a word or phrase; also 
called a reference in braille 
front matter: the print preliminary pages, e.g., dedication, table of 
contents, and other material not included with the main body of the 
text 
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guide words: in print, words usually at the top of a dictionary page 
listing the beginning and ending word on the page or facing pages; 
in braille, words centered on the last line listing the beginning and 
ending words on the braille page 

guillemet: either of the marks « or » used as quotation marks in 
French 

highlighting: use of a colored background to emphasize a word, 
phrase, sentence, etc. 

hyperlink: a word, phrase, or image that can be clicked on to jump to 
a different location 

idea web: see concept map 

incidental note: a note directing the reader to another source, é.g., 
an accompanying handbook, a website, etc. 

IPA: International Phonetic Alphabet; used by linguists to show exact 
pronunciations 

ISO: International Organization for Standardization; sets the 
standards for state and country abbreviations 

italics: font attribute used for emphasis 

Latin alphabet: the alphabet that is the direct derivation of the 
alphabet first used to write Latin 

liaison: the upper ~ or lower _ tie bar symbol, connecting two letters 


hg ring 
libretto: lyrics without the musical notation 
ligature: connected print letters 


encyclopedia 
line graph: a diagram of connecting lines between data points 


Dow Jones Industrial Average from 1985 to 2005 











DJIA 
2000 4000 6000 6000 10000 


T T T T T 
1985 1990 1995 2000 2005 





Year 
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lowercase letters: uncapitalized letters, abcde 

macron: a print accent mark indicating a long vowel 
ape 

marginal notes: marked or unmarked word definitions that have a 
specific location and direct relationship with an element of the text 

nested list: a multi-level list, e.g., questions/answers, table of 
contents, poetry, etc. 

NIMAS: National Instructional Materials Accessibility Standard, which 
is the technical standard K-12 textbook publishers use to produce 
source files that may be used to create specialized formats, such as 
braille, for students with print disabilities 

note separation line: a line used to separate regular text from notes 
at the bottom of the print page; ses (5,25, 25, 25, 25, 25, 
25) 

numbered lines: lines in prose or poetry that are numbered in print, 
either in the left or right margin; in braille, every print line is 
numbered in prose; print numbering is followed for poetry (verse) 

oblique stroke: slash 


either/or 


organizational chart: a chart showing areas of responsibility, usually 
with the most important person or thing at the top 


General 


Colonel A Colonel B 
| 


|Captain A) Captain B Captain c 





L 5 
Sergeant A Sergeant B 


Private A Private B 


page information line: used as the last line on the braille page to 
indicate the first and last page entries, e.g., guide words in an 
alphabetic reference, outline numbers, etc. 
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page tab: a print indication of what is on the page; it may be 
numbers or words and is usually along the outside edge of the page 
in a tabbed layout 





dgl 








paragraph heading: generally an indication of the subject of a 
paragraph; text in a different font at the beginning of a paragraph 

partial table of contents: a short table of contents at the beginning 
of a unit or chapter 

pie chart: a diagram showing information using sections of a circle 





~ 


—— 


Pie chart of popuations of 
English native speakers 


poetic line: a unit of verse ending in a visual or typographic break 
and generally characterized by its length and meter 

poetry: a form of literary art in which language is used for its 
aesthetic and evocative qualities in addition to, or in lieu of, its 
apparent meaning 

primary stress mark: the larger or darker of the stress marks used 
to indicate the pronunciation of a word 

prose: ordinary speech or writing, without metrical structure 

publisher and copyright segment: portion of braille title page with 
the publisher and copyright information 
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pull quote: “quotation or excerpt from an article that typically is 
placed in a larger or distinctive typeface on the same page, serving 
to entice readers into an article or to highlight a key topic” 
(https://en.wikipedia.org/wiki/Pull_ quote) 











puzzle grid: a puzzle pattern with open and filled-in squares 

roman numerals: numbers written as i, ii, iii, or I, II, III 

run-in headings: headings that are shown at the beginning of a 
paragraph, i.e., paragraph headings 

running footer: a word, phrase, or number that is repeated at the 
bottom of more than one print page 





| SECTION 5 © ABBREVIATIONS 133 





running head: the title of the book, centered on line one of each 
braille page 

running header: a word, phrase, or number that is repeated at the 
top of more than one print page, such as Chapter 11 Nouns 





Dangling Modifiers 109 








scansion: the metrical analysis of verse 
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secondary stress mark: the smaller or lighter of the stress marks 
used to indicate the pronunciation of a word 

separation line: in tables, the line separating the column headings 
from the cell entries; in footnotes, the line separating the footnotes 
from the body of the text 

shared poetic line: two or more short lines of poetry that, together, 
are a complete line in the rhyme scheme or layout of the poem 

sidebar: a typographically distinct section of a page, as in a book or 
magazine, that amplifies or highlights the main text 

source citations: identification of the source or author of the material 
(see attribution) 

stairstep table: a braille format for a wide table, using a stepped 
format (1-1, 3-3, 5-5, etc.) for each cell entry 

STEM: description guidelines for Science, Technology, Engineering, 
and Math content; helpful for writing transcriber’s notes 
http ://ncam.wgbh.org/experience learn/educational_ media/stemdx/quidelines 

stress marks: primary, secondary, and tertiary marks indicating 
syllable stress 

subentry: an entry that is indented further than the main entry 

subject-specific table of contents: a table of contents arranged by 
subject or type of material 

sub-subentry: an entry that is indented further than the subentry 

summary table of pronunciation: table in the running footer at the 
bottom of each print page or alternate print page 

swung dash: symbol for a dash which resembles a tilde ~ 

syllable stress: a syllable with a stress mark before or after the 
syllable; if there is more than one stress mark, the darker or larger 
of the two is the primary stress, and the lighter or smaller is the 
secondary stress 

table: a chart in which the information is arranged in columns and 
rows 


Seeks End Time} Inst. | 
Time | | 


Dept. Code Class # Days 
BIO [100 ||Mon, Wed, Fri 10:00 |/11:00 _||Magde 
|100 |{Tue, Thu 11:00 —|[12:30 __|lIndge 
(205 |[Tue, Thu Jos:00 _||10:30__|Magde 
[315 ||Mon,Wed,Fri 13:00 [14:00 _|/Indge 
BUS }150 | |Mon,Wed,Fri 09:00 | 10:00 ||Roberts 
|210 |[Mon, Wed, Fri 08:00 ||09:00 _|rasid 
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table of pronunciation: the key to the pronunciation symbols used in 





print 
Pronunciation Symbols (Merriam-Webster) 

\ a\as a in abut \g\asgingo \r\asrin fed 
\'ara\as uin abut \h \ash in hat \s\assinless 
\ alas e in kitten \i\asiin hit \sh\ asshin shy 
\ ar\as ur/er in further \ i\as iin ice \t\as tin tie 
\a\asainash \j\asjinjob \th \as th in thin 
\ alas ainace \k \ask inkin \th \as th in the 
\&\as 0 inmop \ K\ as ch in ich dien \G \ as 00 in loot 
\au \as ou in out \l\as lin lily \ 4\ as 00 in foot 
\b \as in baby \m \ as m in murmur \v \as V in vivid 
\ch\ asch in chin \n\asninown \w \as Win away 
\d\as din did \ D\ as ng in sing \y \asy in yet 
\e \ase inbet \ d\as 0 ingo \yG \ as you in youth 
\'@1é\as ea in easy \ d\ as aw in law \yd \as u in curable 
\ é\as y in easy \ di \as oy in boy \z\aszin zone 
\f\as fin fifty \p \as p in pepper \zh \ as Sl in vision 











tertiary stress: rarely used third level of syllable stress 
tilde: a print accent mark frequently over the letter n 


senor 


time line: a vertical or horizontal listing of points of information, such 
as historical dates and events 


Summary of the Chronology and Cultures of Mesoamerica, Preclassic to Postclassic 


Early Preclassic Late Preclassic Late Classic Early Postclassic 


BCE 2000-1000 BCE1000400 BCE400-200 CE 200-600 CE 600-900 CE 800-900/1000 CE 100-1200 CE 1200-1519 CE 


Middle Preclassic Terminal Classic 


title case: capitalization of the first and last words in titles and 
subtitles and all other major words 


The Chicago Manual of Style, 16th ed. The Univ. of Chicago 
Press, 2010 


title segment: portion of braille title page with book title information 

transcriber’s note: information inserted by the transcriber 

transcriber/transcription segment: portion of braille title page 
concerning the transcriber and his/her location and affiliation 

typeface: set of characters of the same design, including letters, 
numbers, punctuation marks, and symbols; popular typefaces are 
Arial, Helvetica, Times, and Verdana (Verdana is a typeface, Verdana 
12 pt bold is a font) 

umlaut: a diacritical mark with two dots placed over a vowel to 
indicate a more central or front articulation 


alter 























uncontracted braille: transcription that uses none of the braille 
contractions and is transcribed letter for letter 
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uppercase letters: capitalized letters AB CD 
Venn diagram: overlapping shapes (typically circles) used to show 
differences and similarities 





Venn diagram: AB represents the intersection of sets A and B 


volume segment: portion of braille title page that states information 
about the volume: number, paging, etc. 





F-13 Appendix F 
Glossary for Transcribers 


Appendix G 
Symbols and Indicators 


Note that symbols may require a grade 1 indicator preceding them 
when used within text. Refer to The Rules of Unified English Braille 
(UEB) for rules governing symbol usage. If a symbol has more than 
one meaning, only list the definition that applies to the material being 
transcribed. 


The following symbols are required on the Special Symbols page if 


they are used within a braille volume. Each symbol is preceded by the 
dot locator for “mention,” which is the first symbol in the list. 


Dot locator(s) (UEB §3.13, §3.14) 

Arrow symbols (UEB §11.6) 

Line mode indicators (UEB §16.2, 816.3) 

Sections and Paragraph Marks (UEB §3.20) 

Grouping indicators [braille grouping indicators, parentheses, braces, 
brackets, angle brackets] (UEB §7) 

Typeform indicators (UEB §9) 

Foreign language symbols (UEB §13) 

Music symbols (UEB §3.18) 

Modified letter indicators (UEB §4) 

Shape indicators (UEB §11.7) 

Math symbols (UEB §3.17, §3.24, §6, §11) 

Numeric passage/terminator (UEB §6.9) 

Currency symbols (UEB §3.10) 

Ratio (UEB §3.17) 

Proportion (UEB §3.17) 

Prime (UEB §3.11, §3.15) 

Double prime (UEB §3.11, §3.15) 

Minutes (UEB §3.11) 

Feet (UEB §3.15) 

At sign (UEB §3.7) 

Tilde (UEB §3.25) 

Trademark and Registered Trademark (UEB §3.8) 

Code switch indicators (UEB §14) 

Subscript and superscript indicators (UEB §3.24) 
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Transcriber-defined symbols (UEB §3.26) 
Ditto sign (UEB §3.12) 


The following symbols are new with the approval of UEB. These 
symbols may be included on the Special Symbols list. 


Ellipsis 

Opening transcriber’s note indicator 

Closing transcriber’s note indicator 

Percent sign 

Low line (underscore) 

Grade 1 symbol indicator (new terminology, same symbol) 
Single closing quotation mark 

Capitalized passage indicator 

Capitals mode terminator 

Dash 

Period, dot, or decimal (UEB §6) [Only when used as a dot or decimal ] 


Punctuation (UEB §7) 

















Braille Print Meaning 
, Comma 
; Semicolon 
Colon 





Period, Full stop, Decimal 





Ellipsis 





| Exclamation point 





? Question mark 





Opening double quotation mark 





Closing double quotation mark 





Opening single quotation mark 
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Braille Print Meaning 
cf Closing single quotation mark 
ae Apostrophe 
CA Opening/closing parenthesis 
[ ] Opening/closing (Square) brackets 
<> Opening/closing (angle) brackets 
{ }\ Opening/closing (curly) brackets 
i Solidus, Slash 
\ Reverse solidus, backslash 
- Hyphen 
= Dash 
— Long Dash 














Low line, Underscore 
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General Symbols and Indicators (UEB §3) 





Braille Print Meaning 





Opening/closing braille grouping indicators 


Shape indicator 





Arrow indicator 











< Simple left-pointing arrow 

=> Simple right-pointing arrow 

T Simple up-pointing arrow 

U Simple down-pointing arrow 
Ratio, is to 


Proportion, as 





Subscript indicator 








; Single prime meaning foot or feet 

: Single prime meaning minutes or arc 
i" Double prime meaning inches 

3 Double prime meaning seconds or arc 





Superscript indicator 








4 Natural 
b Flat 

# Sharp 
@ At sign 
¢ Cents 
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Braille Print Meaning 
€ Euro 
F French franc 
£ Pounds sterling 
i Naira 
$ Dollar sign 
¥ Yen 
& Ampersand 
< Less than 
eS Caret 
~ Tilde 
> Greater than 
Opening transcriber’s note indicator 
Closing transcriber’s note indicator 
t Dagger 
+ Double dagger 
© Copyright 
a Degrees 
q Paragraph 
® Registered trademark 
§ Section 
a Trademark 
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Braille Print Meaning 
- Female sign 
es Male sign 
# Number sign, Crosshatch, Pound sign 
e Bullet 
" Ditto 
+ Plus 
= Equal 
x Multiplication, Times 
a Asterisk 
> Division 
- Minus 
Dot locator for “use” 
Dot locator for “mention” 
% Percent 





Vertical line (UEB §15.1) 














Double vertical line (UEB §15.1) 
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Indicators 





Braille 


Meaning 





Grade 1 symbol indicator (UEB §5.2) 
Grade 1 word indicator (UEB §5.3) 





Grade 1 passage indicator (UEB §5.4) 





Grade 1 terminator (UEB §5.5) 
Numeric indicator (UEB §5.6, §6.1) 





Numeric passage indicator (UEB §6.9) 





Numeric terminator (UEB §6.9) 
Capitalized symbol indicator (UEB §8.1) 
Capitalized word indicator (UEB §8.4) 











Capitalized passage indicator (UEB §8.5) 
Capitals terminator (UEB §8.6) 
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Typeform Indicators (UEB §9) 





Braille Meaning 





Italic symbol indicator 


Italic word indicator 





Italic passage indicator 





Italic terminator 


Bold symbol indicator 





Bold word indicator 





Bold passage indicator 
Bold terminator 


Underlined symbol indicator 





Underlined word indicator 
Underlined passage indicator 


Underline terminator 





Script symbol indicator 





Script word indicator 





Script passage indicator 





Script terminator 
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Modified Letter Indicators (UEB §4.2) 





Braille 


Print 


Meaning 











Solidus (forward slash) overlay on following letter 





Horizontal stroke overlay on following letter 





Breve above following letter 





Macron above following letter 





Cedilla below following letter 





Grave accent above following letter 





Circumflex above following letter 





Ring (circle) above following letter 





Tilde above following letter 





Diaeresis (umlaut) above following letter 





Acute accent above following letter 





Caron (hacek, wedge) above following letter 





First transcriber-defined modifier on following letter 














Second transcriber-defined modifier on following 
letter 


Third transcriber-defined modifier on following letter 
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Pronunciation Symbols 





Braille 


Print |Meaning 








Primary stress 





Secondary stress 





3 Schwa 











Nn | Eng 











Transcriber-Defined Symbols (UEB §3.26) 





Braille 


Meaning 





First transcriber-defined symbol 





Second transcriber-defined symbol 





Third transcriber-defined symbol 





Fourth transcriber-defined symbol 





Fifth transcriber-defined symbol 





Sixth transcriber-defined symbol 








Seventh transcriber-defined symbol 











Transcriber-Defined Emphasis Indicators (UEB §9) 





Braille 


Meaning 








First transcriber-defined indicator 





Second transcriber-defined indicator 





Third transcriber-defined indicator 





Fourth transcriber-defined indicator 








Fifth transcriber-defined indicator 
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Index 


A transcriber/transcription segment, 
2-9 
abbreviations unsuitable material, 1-2 
above sentences, 18-4 volume identification segment, 2-9 
above/below sentences volume labels, 1-19 
optional format for, 18-5 volume numbering, 1-7 
endnotes, 16-13 volume size, 1-6 
exercises, 10-17 alignment 
font attributes omitted, 5-4 bullets 
parts of speech, 5-4 lists, 8-7 
postal code in affiliation, 2-9 marked items in list, 17-4 
punctuation, 16-13 tables, 11-10 
tables, 11-13, 11-15 alliteration 
acronyms, 11-13 format for, 5-11 
headings, 11-12 alphabetic 
transcriber’s notes, 3-3 print page numbers, 1-17 
academic degrees, 2-4, 2-12 alphabetic references 
acknowledgements bilingual reference materials. See 
cartoons, 14-9 also glossaries, bilingual 
format for, 2-15 reference materials 
advertising copy in magazines abbreviations, 21-20 
omitted, 2-14 emphasis, 21-20 
affiliations blank lines, 21-2 
authors, 2-12 blank lines when dividing, 21-3 
transcriber/transcription segment, blank spaces, 21-10 
2-9 braille guide words, 21-6 
agency decisions, 1-2 capitalization, 21-2 
endnote sections, 16-14 capitalized letter divisions, 21-2 
expendable materials, 10-1 definition of, 21-1 
repeated headings in, 10-1 dictionaries, 21-13 
format of presentation of graphic, font attributes, 21-2 
11-18 format for, 21-1 
guide text in outlines, 8-11 glossaries, 21-11 
illustrations, 6-10 grade 1 indicator, 21-2 
line spacing, 1-8 indexes, 21-7 
list of, B-1 letter divisions, 21-2 
list of consultants, 2-12 parts of speech 
notes in separate volume, 16-11 punctuation, 21-10 
omission of guide words, 21-6 print guide words, 21-5 
printing history format, 2-8 runovers, 21-1 
print-to-braille format, 1-2 sequence listed on spine, 21-4 
religious materials, 13-10, 15-6 alphabetical 
title pages, 2-2 print page numbers, 1-17 


table of contents, 2-22 
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alphabetical order editors, 2-4 


answer choices, 10-7 format for, 2-4 
key lists, 11-16 translators, 2-4 
lists, 8-5 authorized organization 
word lists, 10-15 definition of, 2-7 
altered text authors 
transcriber’s notes, 2-14 affiliations/degrees, 2-4 
analogies author segment, 2-4 
symbols by, 2-4 
special symbols page, 18-4 et al., 2-4 
ancestral genealogical chart principal, 2-4 
format for list of individuals, 6-8 
annotated bibliographies, 22-3 B 
answer choices back matter 
blank lines, 10-8 definition of, 1-7 
box lines, 10-15 BANA. See Braille Authority of North 
division, 10-2 America 
in interpoint, 10-2 bibliographies, 22-1 
long, 10-2 annotated, 22-3 
format for, 10-2 font attributes, 22-2 
answer cues foreign language 
enclosure symbols, 10-12 format for, 22-2 
location of, 10-10 format for, 22-1 
low line or dash, 10-12 long dash, 22-2 
omissions, 10-11 punctuation in, 22-2 
punctuation, 10-10 blank cells 
question marks, 10-12 analogies, 18-4 
raised, 10-13 box lines, 7-2 
superscript number/letter, 10-12 braille guide words, 21-6 
antonyms centered headings, 4-6 
thesauruses, 21-13 columns, 11-4 
arabic numerals displayed materials, 9-3, 9-4 
grade level, 2-3 end-of-volume statement, 1-8 
page numbers, implied, 2-14 entry word segment, 21-10 
preliminary volumes, 1-7 entry words, 20-7 
print page numbers, 1-15, 2-10 insertions, 18-5, 18-7 
volume identification, 2-9 irregular spacing following 
arrows character’s name, 14-1, 14-6 
word formation, 17-12 matching columns, 10-16 
attributions Morse code, 19-4 
blank lines, 9-6 outlines, 8-10 
font attributes, 9-6 poetry, 13-5 
format for, 9-6 running heads, 1-10 
margin, 9-6, 9-9 title, 1-9 
author segment word lists, 9-5 


affiliations, 2-4 
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blank lines special formats in notes, 16-5 


alphabetic stage directions, 14-6 
print page numbers, 1-18 table of contents, 2-18 
alphabetic reference divisions, 21-2, tables, 11-6, 11-10 
21-3 title, 1-9 
attributions, 9-6 title pages, 2-2 
between cell-5 and following cell-7 transcriber’s notes, 3-2 
heading, 4-9 word lists, 10-14 
box lines, 7-2 blank spaces 
tables, 9-7 alphabetic references, 21-10 
boxes, 7-1, 7-7 exercises, 10-9 
cartoons, 14-8 forms, 6-7 
cell-5 headings, 4-7 puzzles, 19-3, 19-5 
cell-7 headings, 4-9 tables, 11-11 
centered headings, 4-6 blocked text 
codes, 19-2 definition of, 1-5 
counted words, 15-6 body matter 
cross-reference, 9-8 definition of, 2-1, 2-22 
displayed materials, 9-3 extra material, 2-23 
double-spaced materials, 1-9 format for, 2-22 
end-of-volume statement, 1-7 page numbers, 2-22 
epigraphs, 9-5 book cover or jacket 
exercises, 10-2, 10-3 format for, 2-15 
examples, 10-15 box lines, 7-1 
general guidelines, C-1 answer choices, 10-15 
glossaries, 21-13 blank cells, 7-2 
headings, 4-3, 4-4, 4-9 blank lines, 7-2 
box lines, 4-5 exceptions, 7-2 
illustrations, 6-2 centered headings, 4-6 
instructional correspondence, 9-10 format for, 7-2 
key list, 11-16 width, 7-2 
keys, 11-16, 16-15 left or right omitted, 7-3 
lists, 8-2, 8-3, 8-5 line-numbered materials, 7-2 
matching columns, 10-16 lists, 8-4 
music, 13-10 page change indicator, 7-2 
note separation line, 16-6 placement of on page, 7-3 
page change indicator, 1-12 sidebars, 12-2 
poetry, 13-2, 13-4 symbols, 7-1, 7-6 
prose poetry, 13-6 tables, 11-4 
puzzles, 19-7 boxes 
running heads, 1-10 blank lines, 7-1 
scene settings, 14-3 between multiple, 7-4 
sidebars, 12-2 colored background, 7-6 
simultaneous speakers, 14-5 format for, 7-6 
source citations, 9-6 definition of, 7-1 
headings, 9-6 displayed materials, 9-2 
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facing pages, 7-4, 7-5 C 


placement of, 7-5 Canadian reproduction statement, 2-6 
transcriber’s notes, 7-5 format for, 2-12 
format for, 7-2 capitalization 
interrupted alphabetic references, 21-2 
transcriber’s notes, 3-3 exercises, 10-2 
lines. See box lines full 
page change indicator, 7-6 ignored as font attribute, 5-3 
placement of, 7-2, 7-6 paragraph headings, 4-10 
side-by-side lists, 8-1 
format for, 7-4 numbered verses, 13-11 
tables, 11-4 table of contents, 2-19 
transcriber’s notes title pages, 2-3 
interrupted, 7-4 captions 
resumed, 7-4 illustrations, 6-2 
vertical tables, 11-6 
format for, 7-4 timelines, 6-9 
within boxes, 7-6 caret symbol 
braille edited material, 18-7, 18-8 
codes cartoons 
source of, 1-3 blank cells, 14-9 
page. See pages, braille blank lines, 14-8 
symbols character’s names, 14-9 
scansion, 13-6 transcriber’s notes omitted, 14-9 
Braille Authority of North America, 1-3 format for, 14-8, 14-9 
Braille Formats multi-framed, 14-9 
code changes list, A-1 character’s names, 14-10 
braille symbols format for, 14-9 
list of, G-1 narrator, 14-10 
required on special symbols page, scene setting, 14-9 
Gil single-frame, 14-9 
break in context transcriber’s notes, 14-8, 14-9 
narrative text, 3-3 cast of characters. See also 
print format for, 1-11 character’s names 
brief table of contents format for, 14-2 
format for, 2-16 cell entries 
bullets blank, 11-22, 11-23 
braille symbols, 8-7 definition of, 11-9 
lists, 8-7 print signs, 11-13 
alignment of, 8-7 tables 
runovers, 8-7 condensed, 11-12 
special symbols page, 8-7 cell-3 margins 
subentries, 8-7 displayed materials, 9-2 
transcriber’s notes, 8-7 cell-5 heading 
lists, 8-3 


nested lists, 8-6 
1-4 Index 





cell-5 headings chapter headings 


blank lines, 4-7 table of contents, 2-17 
following exception, 4-8 character’s names 
cell-5 headings, 4-8 blank cells, 14-6 
cell-7 headings, 4-8 cartoons, 14-10 
centered headings, 4-8 plays 
columns, 4-8 format for, 14-1 
displayed materials, 9-3 punctuation, 14-5 
margins, 9-3 verse plays 
followed by cell-7 heading and punctuation, 14-6 
blank lines, 4-9 chorus 
font attributes music, 13-11 
omitted, 5-3 codes. See also puzzles 
format for, 4-7 blank lines, 19-2 
key list, 11-16 Capital passage indicator, 19-2 
lists, 4-7 changes in Braille Formats, A-1 
matching columns, 10-16 grade 1 indicator, 19-2 
poetry, 13-4 grade 1 terminator, 19-2 
stairstep tables, 11-23 number 
supplemental title page, 2-12 format for, 19-1 
cell-7 headings picture 
blank lines, 4-9 format for, 19-1 
cell-5 headings, 4-8 column entries 
columns, 4-9 format for, 11-10 
displayed materials, 9-3 runovers, 11-10 
margins, 9-3 column headings 
font attributes blank lines, 11-8 
omitted, 5-3 definition of, 11-2 
format for, 4-9 division between pages, 11-23 
lists, 8-3 repeated on following page, 11-8 
nested lists, 8-6 columns 
centered headings blank cells, 11-4 
alphabetic references, 4-6 cell-5 headings, 4-8 
blank cells, 4-6 cell-7 headings, 4-9 
blank lines, 4-6 division of, 11-10 
box lines and blank lines, 4-6 guide dots omitted, 9-5, 11-7 
cell-5 headings, 4-8 headings 
displayed materials, 9-3 runovers, 11-7 
font attributes omitted, 5-3 separation line in tables, 11-7 
table of contents, 4-6 tables, 11-7 
title and author, 4-3 linear tables, 11-21 
title and chapter number, 4-4 listed tables, 11-20 
unit number and title, 4-4 lists, 8-5, 8-6 
change in context notes 
boxes, 7-5 format for, 16-11 


print, rearrangement of, 8-5 
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stairstep tables, 11-22 
sub-columns 
tables, 11-8 
tables on facing pages, 11-19 
width of 
tables, 11-4 
combined print page numbers, 1-15 
composition symbols 
list of, G-7 
compound hyphenated words 
underscore used with, 10-14 
computer programs 
copyright permission, 2-7 
concept maps, 6-5 
format for, 6-6 
consultants, 2-12 
continued print page numbers, 1-14 
contracted braille 
bilingual reference materials, 21-11 
definition lists, 17-4 
entry words, 20-7 
foreign language, 1-19 
poetry, 13-8 
pronunciation, 20-2 
spellers, 17-1 
typeform for partial emphasis, 5-10 
word lists, 17-3 
copyright 
date, format for, 2-6 
illustrations, 6-2 
permission exceptions, 2-7 
permission in publisher’s segment, 
2-6 
source citations, 9-7 
symbol in publisher’s segment, 2-6 
correspondence 
format for, 9-9 
instructional, 9-10 
blank lines, 9-10 
crossed-out letters, 17-9 
enclosure symbols, 17-11 
in sentences, 17-9 
replaced with hyphens, 17-9 
sentences, 17-10 
cross-references 
alphabetic references, 21-4 


blank lines, 9-8 
definition of, 9-7 
font attributes, 21-4 
format for, 9-8 
crossword puzzles 

clues, 19-5 

format for, 19-5 
format for, 19-4 
grid, 19-5 

interpoint, 19-6 
large, 19-5 
letter column, 19-5 
shaped, 19-5 
Spaces, 19-5 
squares, 19-5 
transcriber’s notes, 19-6 
wide grid, 19-6 


D 


dash 
dictionaries, 21-14, 21-15 
tables, 11-11 
with guide words, 21-6 
decimal points 
tables, 11-10 
sequential, 11-6 
dedications 
font attributes 
omitted, 5-3 
format for, 2-15 
definition lists 
font attributions, 17-4 
format for, 17-4 
definition segment 
definition of, 20-7, 21-9, 21-16 
descendants genealogical chart, 6-7 
diacritics. See pronunciation, diacritic 
diagonal lines 
tables, 11-10 
diagramming 
scansion, 13-9 
sentences, 18-8, 18-9, 18-10 
with arrows, 18-10 
dialogue 
cartoons, 14-9, 14-10 
format for, 14-10 





Index 


plays 
mixed format, 14-8 
prose plays 
font attributes, 14-5 
format for, 14-4 
diaries 
dates, 9-9 
format for, 9-9 
script font, 9-9 
dictionaries 
antonyms, 21-18 
cross-references in, 21-18 
dash symbols, 21-14 
foreign word derivations, 21-18 
marginal labels, 21-19 
parts of speech, 21-18 
print symbols 
placement of, 21-14 
second-definition levels, 21-18 
subentries 
list of, 21-18 
symbolic colon, 21-14 
synonyms, 21-18 
directions 
exercises, 10-2, 10-3 
numbered/lettered, 10-4 
unnumbered/unlettered, 10-4 
displayed materials 
adjusted margin for, 9-2 
blank lines, 9-3 
boxes, 9-2 
centered headings, 9-3 
definition of, 1-5, 9-1 
exercise margins, 10-14 
font attributes, 9-4 
format for, 9-2 
headings, 9-3 
lists, 9-2 
paragraphs 
blocked, 9-3 
indented, 9-3 
reader’s perspective, 9-2 
relocated, 9-4 
tables, 9-2 
word lists, 9-4, 9-5 


ditto mark 
special symbols page, 11-12 
tables, 11-12 
division between pages 
column headings, 11-23 
headings, 8-5 
lists, 8-5 
outline guide text, 8-10 
poetry, 13-2 
puzzles, 19-1, 19-5, 19-6 
row headings, 11-10 
stairstep tables, 11-23 
tables, 11-5, 11-22 
division of volumes, 2-21 
dot locator for mention, 2-13 
double-spaced materials, 1-9 
blank lines, 1-9 
exceptions, 1-9 
title page, 1-9 
dramatic works 
copyright permission, 2-7 


edited material 
caret symbol, 18-7, 18-8 
font attributes omitted, 18-6 
format for, 18-5, 18-6 
insertions and corrections, 18-6, 
18-7 
keying technique, 18-6 
numeric keying technique, 18-6 
print symbols, 18-5 
transcriber’s notes, 3-1 
transcriber-defined typeform, 18-7 
uncontracted braille, 18-6 
Effective Practices for Description of 
Science Content within 
Digital Talking Books, 6-4 
ellipsis 
tables, 11-11, 11-18 
embedded material 
definition of, 1-5 
embedded transcriber’s notes, 3-2 
crossed-out letters, 17-9 
edited material, 18-5 
exercises, 10-8, 10-9 





Index 


forms, 6-7 font attributes, 9-6 


pictures, 10-17 format for, 9-5 
puzzles, 19-5, 19-7 not treated as displayed materials, 
emphasis indicators. See typeform 9-5 
indicators errors 
enclosure symbols font attributes, 17-8 
crossed-out letters, 17-11 intentional 
order of preference, 18-5, 18-7 exercises, 17-8 
scene settings, 14-3 marked, 17-8 
transcriber’s notes, 18-5, 18-7 unmarked, 17-8 
endnotes et al., format for, 2-4 
abbreviations, 16-13 exercises 
definition of, 16-12 alphabetic order, 10-7 
format for, 16-13 answer choices 
placement of, 16-12 format for, 10-7 
separate volume, 16-12 blank lines, 10-2, 10-3 
unmarked answer choices, 10-8 
format for, 16-14 definition of, 10-1 
entry definition of set, 10-2 
blank cells, 20-7 directions, 10-3 
definition of, 21-15 editing, 10-2 
format for, 20-7, 21-9, 21-15 format for, 10-2 
index division between pages, 10-4 
definition of, 21-8 embedded transcriber’s note for 
paragraph subentries, 21-8 answer choices, 10-8 
parts of examples 
definition, 20-7, 21-9, 21-15 blank lines, 10-15 
entry word segment format of, 10-15 
blank cells, 21-10 font attributes, 5-11 
definition of, 21-9, 21-15 omitted, 10-15 
entry words retained, 10-15 
bilingual reference materials, 21-11 format for, 10-2, 10-3 
blank cells, 20-7 indention pattern, 10-6 
contracted braille, 20-7 intentional errors, 17-8 
definition list labels for multiple sentences, 10-15 
contracted braille used, 17-4 main entry in set of, 10-5 
font attributes omitted, 5-7 margin for displayed material, 
format for, 20-7 10-14 
pronunciation, 20-7 matching columns, 10-16 
superscript numbers, 21-19 material unsuitable for 
format for, 21-19 transcription, 10-1 
entry words segment nested list, 10-5 
definition of, 20-7 numbered/lettered 
epigraphs directions, 10-4 
blank lines, 9-5 numbered/lettered lines 
definition of, 9-5 retained, 10-9 
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numbers above or below sentences, 
10-15 
numeric order, 10-7 
page change indicator, 10-2 
pictures, 10-17, 10-18 
questions and answer choices 
division, 10-2 
in interpoint, 10-2 
division of long, 10-2 
format of, 10-2 
repeated information omitted, 10-1 
review section 
format for, 10-6 
runovers, 10-5 
sentences 
font retained, 10-15 
subentries, 10-5 
true/false, 10-17 
unnumbered/unlettered 
answer choices 
order of, 10-7 
directions, 10-4 
wide matching columns, 10-16 
without subentries, 10-5 
word list, 10-14 
write-on lines, 10-7 
expendable materials 
agency decisions, 10-1 
format for, 1-2 
interpoint guidelines, E-2 
repeated information retained, 10-1 


F 
facing pages of print, 1-15 
Flowchart Design for Applicable Braille 
Codes, 6-6 
flowcharts 
format for, 6-6 
font attributes. See a/so typeform 
indicators 
alphabetic references, 21-2 
sample sentences, 21-11 
bibliographies, 22-2 
changing type of, 5-11 
definition of, 5-1 
displayed materials, 9-4 


educational materials, 5-1 
epigraphs, 9-6 
errors, 17-8 
example words, 20-10 
exercise materials, 5-11 
exercises 
omitted, 10-15 
retained, 10-15 
grammar, 18-1 
headings, 4-6 
incidental note, 9-8 
indexes, 21-8 
letters within a word, 5-10 
linear sentence diagramming, 18-8 
lists, 8-1 
notes, 16-5 
omitted, 5-2, 5-3 
abbreviations, 5-4 
alphabetic references, 21-10 
beginning numbers/letters, 5-6 
character’s names, 5-5 
displayed materials, 9-4 
edited material, 18-6, 18-8 
entry words, 5-7 
letters, 5-3 
parts of speech, 5-4 
quoted material, 5-6 
spelling words, 5-5 
titles, 5-4 
visual enhancement, 5-4 
word parts, 5-3 
paragraphs, 5-10 
partially emphasized material, 5-3 
plays, 14-1 
prepositions in titles, 5-8 
pronunciation, diacritic, 20-4, 20-5 
prose poetry, 13-6 
punctuation, 18-2, 18-3 
retained, 5-1, 5-7 
cross-references, 21-4 
displayed materials, 9-4 
glossary words in text, 5-8 
poetry, 13-1 
quoted material, 5-6 
retained when title in heading, 5-4 
scene setting, 14-3 
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sentence diagramming, 18-12 
shapes, 5-12 
simple pronunciation, 20-2 
spellers, 17-2 
stage directions, 14-4, 14-5 
syllable stress, 20-4 
table of contents, 2-19 
titles, 5-8 
transcriber-defined 
indicator used for small caps, 5-2 
word lists, 17-3, 17-4 
foot 
definition of, 13-8 
foreign language 
contracted braille, 1-19 
definition of, 1-19 
English context, 1-3, 1-19 
marked words 
format for, 17-5 
runovers, 17-5 
modified letters, 1-19 
symbols, D-1 
word lists 
format for, 17-4 
placement, 17-4 
foreign language glossaries. See 
glossaries, bilingual 
reference materials 
forms, print, 6-7 
box lines, 6-7 
embedded transcriber’s notes, 6-7 
nested list, 6-7 
omitted, 6-7 
retained 
format for, 6-7 
script indicators, 6-7 
French braille symbols, D-1 
front matter 
definition of, 2-1, 2-14 
formats for various, 2-22 
interpoint guidelines, E-1 
full capitalization 
in headings, 4-10 


G 


genealogical charts 
ancestral, 6-8 
descendant, 6-7 
genre/subject 
table of contents, 2-21 
format for, 2-22 
German braille symbols, D-2 
gloss notes. See notes, foreign 
language materials 
glossaries 
bilingual reference materials 
articles, etc., 21-20 
braille contractions, 21-11 
entry words, 21-11 
format for, 21-12, 21-20 
guide words, 21-23 
modifiers, 21-22 
omissions, 21-22 
repetition symbol, 21-22 
shift, 21-20 
subentries, 21-21 
symbols, 21-20 
blank lines, 21-13 
cell-5 headings used, 21-12 
displayed materials, 21-13 
entry words 
format for, 21-11 
examples of print format, 21-12 
format for, 21-11 
guide words 
bilingual reference materials, 
21-12 
illustrations retained, 21-12 
pronunciation, 21-11 
simple, 21-11 
glossary 
of transcription terms, F-1 
glossary words within text 
font attributes retained, 5-8 
grade level 
omission of, 2-3 
title segment, 2-3 
grammar, 18-1 
font attributes, 18-1 
punctuation, 18-2 
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graphic novels 
definition of, 14-10 
format for, 14-10 
graphs 
converted to table, 11-18 
grouping symbols 
multi-line bracket, 18-4 
Guidance for Transcribing Foreign 
Language Material in UEB, 
D-1 
Guidance for Transcription Using the 
Nemeth Code within UEB, 
1-4 
guide dots 
definition of, 11-2 
indicating blank space in table, 
11-11 
lists, 8-5 
omitted 
matching columns, 10-16 
word lists, 9-5, 10-15 
omitted in column runovers, 11-11 
table of contents, 2-19 
tables, 11-9, 11-11 
tables on facing pages, 11-19 
guide text 
agency decisions, 8-11 
continued, 8-10 
guide words 
agency decisions, 21-6 
blank cells, 21-6 
braille, 21-6 
continued entries, 21-7 
format for shortening, 21-7 
glossaries with examples, 21-12 
dash, 21-6 
format for, 21-6 
interpoint guidelines, E-2 
print 
alphabetic references, 21-5 
transcriber’s notes for, 21-5 
punctuation omitted, 21-6 
guidelines 
definition of, 1-4 
Guidelines and Standards for Tactile 
Graphics, 1-3, 6-1 


H 
headings 


blank cells, 4-6 
blank lines, 4-3, 4-5, 4-9 
with page change indicator, 4-4 
capitalization, 2-19 
capitalized, 4-6 
cell-5. See cell-5 headings 
centered. See centered headings 
changing level of, 4-11 
condensed 
listed tables, 11-20 
consistent with similar, 4-1 
continued, 4-6 
displayed materials, 9-3 
division of, 4-7 
font attributes, 4-6 
fundamentals, 4-1 
hierarchy, 4-2, 4-3, 4-8 
icons, 4-11 
marginal, 4-10 
multiple, 4-12 
note separation lines, 4-5 
omitted for repeated, 2-13 
paragraph. See paragraph headings 
placement of, 4-3, 4-6, 4-12 
pronunciation keys, 20-9 
punctuation, 4-6 
reader’s perspective, 4-1 
reference marks, 4-12 
running heads, 4-3 
sidebars, 12-2 
source citations, 9-7 
blank lines, 9-6 
structure, 4-1 
table of contents, 2-17 
tables, 11-6 
condensed, 11-12 
sub-column, 11-8 
transcriber-devised 
matching columns, 10-16 
with box lines, 4-5 


hymnals 


format for, 13-10 


hyphenated compound words 


division of, 1-11 
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hyphens 
music, 13-11 
used for crossed-out letters, 17-9 
used for spaces, 17-7 
used for syllable breaks, 20-2 
used in Morse code, 19-4 


I 


icons 
headings, 4-11, 4-12 
listed, 4-12 
special symbols page, 4-12 
identifiers. See answer cues 
illustrations 
blank lines, 6-2 
caption and description, 6-3 
captions, 6-2 
concept maps, 6-5 
copyright statement, 6-2 
definition of, 6-1 
description, 6-4 
description guidelines, 6-4 
exercises, 10-17, 10-18 
flowcharts, 6-6 
format for, 6-2, 6-3 
forms, 6-7 
genealogical charts, 6-8 
identification of, 6-2 
numbering, 6-3 
omitted, 6-5, 6-10 
substitution of information, 6-10 
transcriber’s note, 6-5 
organizational charts, 6-8 
placement of, 6-3 
relocation 
transcriber’s note, 6-3 
screenshots, 6-10 
slide presentations, 6-11 
source citations, 6-2 
timelines, 6-8 
transcriber’s notes 
omitted illustrations, 6-10 
illustrators 
omitted on title page, 2-5 
Image Description Guidelines 
website, 6-5 


implied page numbers in print, 1-13, 


2-14 
incidental note 
definition of, 9-8 
font attributes, 9-8 
format for, 9-8 
headings and blank lines, 9-8 
indentation pattern 
format for, 1-5 
indexes, 21-7 
entry 
definition of, 21-8 
font attributes, 21-8 
multiple print columns, 21-7 
inserted text 
spacing of, 17-11 
inside cover material 
format for, 2-15 
instructions 
format for, 10-5 


International Phonetic Alphabet, 1-3, 


20-1 
interpoint guidelines, E-1 
answer choices, 10-2 
interviews 
format for, 14-8 
IPA. See International Phonetic 
Alphabet 
ISBN 
10 and 13 digit, 2-8 
choice of entry, 2-7 
format for, 2-7 
multiple in book, 2-8 
omitted, 2-8 
publisher’s segment, 2-7 
ISSN 
publisher’s segment, 2-7 
Italian braille symbols, D-3 


K 


key items 
format for, 11-16 

key list 
alphabetical order, 11-16 
and cell-5 headings, 11-16 
blank lines, 11-16 
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definition of, 11-15 
format for, 11-16 
numerical order, 11-16 
transcriber’s notes, 11-16 
keys 
blank lines, 16-15 
dot locator, 16-15 
edited material, 18-6 
elements of, 11-15 
format for, 11-15, 16-15 
key list in, 11-15 
listed elements, 11-16 
numeric 
edited material, 18-6 
pronunciation, 20-8 
dot locator for mention, 20-9 
font attributes, 20-10 
format for, 20-9, 20-10 
headings, 20-9 
placement of, 20-9 
summary keys, 20-11 
summary, 20-8 
tables, 11-14 
transcriber’s notes, 11-15 
transcriber-generated, 11-15 
kindergarten. See lower grades 


L 


labels 
marginal, 16-14 
numbered items, 10-15 
letter indicator 
pronunciation, 20-2 
letter searches. See word puzzles 
letter/number print page numbers, 
1-15 
letters 
capital 
print font attributes, 18-1 
crossed-out, 17-9 
diacritic 
ligatures, 20-5 
marking of two, 20-5 
marks above or below, 20-6 
font attributes, 5-10 
omitted, 5-3 


freestanding 
font attributes 
omitted, 5-3 
inserted, 17-10 
enclosure symbols, 17-10 
omitted 
spellers, 17-7 
partial emphasis, 18-1 
replaced with symbols, 17-7 
two with diacritic ligatures, 20-6 
line continuation indicator 
segmented numbers in tables, 
11-12 
line mode 
sentence diagramming, 18-10 
line numbers 
with rhyme scheme, 15-5 
linear sentence diagramming, 18-8 
linear tables 
column format, 11-21 
format for, 11-21 
notes, 16-12 
line-lettered materials 
combined with line-numbered 
materials, 15-5 
font attributes, 15-4 
format for, 15-4 
page numbers, print, 15-4 
line-numbered materials, 15-1 
blank cells, 15-2 
box lines, 7-2 
format for, 15-2 
interpoint guidelines, E-2 
line number placement, 15-2 
marginal numbers, 15-1 
mixed prose and poetry, 15-4 
page numbers, print, 15-2 
paragraphs, numbered, 15-1 
plays 
format for, 15-3 
poetry, 15-3 
prose, 15-2, 15-3 
repetition omitted, 15-2 
rhyme scheme, 15-5 
transcriber’s note, 15-2 
word division, 15-2 





I-13 


Index 


listed tables 


column headings, 11-20 
condensed headings, 11-20 
format for, 11-20 

notes, 16-12 


lists 


alphabetic order, 8-5 
annotated, 8-11 
blank lines, 8-2, 8-3, 8-5 
page change indicator, 8-3 
box lines, 8-4 
bullets, 8-7 
capitalization, 8-1 
cell-5 heading, 8-3 
cell-7 heading, 8-3 
columns, 8-5, 8-6 
definition of, 8-1 
directions with, 8-4 
displayed materials, 9-2 
division of, 8-5 
embedded, 8-2 
font attributes 
omitted, 8-1 
retained, 8-1 
guide dots, 8-5 


multi-column with some bulleted 


items, 8-8 

nested, 8-6 

definition of, 1-5 

format for, 1-5, 8-1, 8-6 
outlines, 8-9 
paragraph, 8-2 
placement of, 8-5 
placement of columns, 8-5 
punctuation, 8-1 
runovers, 8-6 
simple, 8-1 
some bulleted items, 8-7 
subentries, bulleted, 8-7 
types of, 8-1 
vertical, 8-2 


lower grades 


alphabetic print page numbers, 
1-17 
volume size, 1-6 


lyrics 
music notation 
omitted, 13-10 
retained, 13-10 


without music notation, 13-10 


M 


magazine 
format for, 1-6 
marginal materials 
headings 
placement of, 4-10 
placement of, 1-2 
margin-numbered materials 
format for, 15-1 
paragraphs 
format for, 15-1 
marked items in list 
alignment, 17-4 
runovers, 17-4 
matching columns 
blank cells, 10-16 
blank lines, 10-16 
division, 10-16 
exercises, 10-16 
interpoint, 10-17 
placement of, 10-16 
runovers, 10-16 
wide exercises, 10-16 
mathematical notation 
transcriber’s notes, 3-4 
mathematical symbols 
spellers, 17-12 
meter 
caesura symbol, 13-8 
division of within foot, 13-8 
foot symbol, 13-8 
poetry 
braille symbols, 13-8 
format for, 13-8 
print symbols, 13-8 
missing letters 
contractions used in, 10-13 


missing print page numbers, 1-14 


modified letters 
list of, G-9 
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Morse code 
blank cells, 19-4 
format for, 19-3 
hyphens, 19-4 
special symbols page, 19-4 
music 
blank lines, 13-10 
chorus, 13-11 
composer, arranger, etc., 13-10 
hyphens between syllables, 13-11 
notation omitted, 13-10 
numbered verses, 13-11 
format for, 13-11 
permission to copy, 13-10 
refrain, 13-11 
song numbers, 13-10 
source citations, 13-10 
titles, 13-10, 13-11 
music and lyrics 
copyright permission, 2-7 
Music Braille Code, 1-3, 13-10 


Nemeth Braille Code for Mathematics 
and Science Notation, 1-4, 
3-4 
nested list 
cell-5 headings, 8-6 
cell-7 headings, 8-6 
definition of, 1-5 
exercises, 10-5 
format for, 1-5, 2-18, 8-1, 8-6, 
21-1 
table of contents, 2-18 
thesauruses, 21-13 
newspaper 
format for, 1-6 
notation, technical. See technical 
notation 
note separation line 
blank lines 
headings, 16-6 
special formats, 16-5 
headings with, 4-5 
poetry, 13-6 
notes. See also reference marks 


alternative table format, 16-12 
columns 

format for, 16-11 
definition of, 16-1 
divided between pages, 16-10 
extensive 

options, 16-14 
facing pages, 16-11 
font attributes, 16-5 
foreign language materials, 16-7 
format for, 16-5 
marginal, 16-14 

format for, 16-15 

keys, 16-15 
multiple at same location, 16-8 
multiple locations, 16-10 
multiple titles, 16-5 

separate notes, 16-5 
online, 16-2 
order of presentation, 16-5 
pronunciation, 16-9 
quotations included, 16-10 
repeated from other location, 16-10 
separate volume, 16-11 
separation line, 16-5 
stairstep tables, 16-12 
tables 

format for, 16-11 

placement of, 11-5 
transcriber’s notes, 16-11 
uncontracted braille omitted, 16-9 
unmarked, 16-4 

format for, 16-4 

multiple, 16-8 

placement of, 16-4 


number/number print page numbers, 


1-15 


numbered/lettered directions 


exercises, 10-4 


numbers 


above or below sentences, 10-15 
ordinal, raised, 10-17 


numerals 


division of, 11-10 
format for in tables, 11-10 
segmented in tables, 11-12 
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numeric order 
answer choices, 10-7 
key lists, 11-16 
numeric puzzles 
format for, 19-2 


O 


omissions 
answer cues, 10-11 
format for, 10-13 
omitted, 10-12 
print above or below line, 10-11 
punctuation, 10-10 
spacing, 10-10 
spellers, 17-7 
symbols for, 17-7 
substitutions, 17-7 
transcriber’s notes, 10-11 
word or blank space 
format for, 10-9 
word parts, 17-7 
write-on lines, 10-10 
omitted page numbers, 1-18 
organizational charts 
format for, 6-8 
outlines 
format for, 8-9 
full text of 
format for, 8-10 
guide text, 8-10 
punctuation, 8-9 


P 
p pages. See preliminary pages; 
preliminary page numbers 
page change indicator, 1-11, 1-13 
blank lines, 1-12 
omitted, 1-12 
within lists, 8-3 
boxes, 7-6 
exercise directions, 10-2 
lists, 8-3 
page number missing, 1-14 
page numbers, alphabetic, 1-17 
blank lines, 1-18 
page numbers, braille, 1-18 


omitted, 1-18 

preliminary pages, 2-14 

repeated, 1-18 

volume identification segment, 2-10 


page numbers, print, 1-11, 1-14 


alphabetic, 1-17 

chart of combinations, 1-15 

combinations of styles, 1-15 

combined, 1-15, 7-4 

continued, 1-14 

continued and grade 1 indicator, 
1-14 

missing, 1-14 

numbering, 1-11 

preceding word omitted, 1-16 

table of contents, 2-19 

transcriber’s notes, 3-2 

unnumbered at end of text, 1-11 

volume identification segment, 2-10 

with preceding word, 1-16 


pages, braille 


interpoint guidelines, E-1 

line length, 1-8 

size, 1-8 

volume identification segment, 2-10 


pages, print 


combined lettered continuation, 
1-15 

facing page of, 1-15 

format for, 1-13, 2-10 

headings only, 1-15 

implied page numbers, 1-13, 2-14 

page change indicator, 1-11 

transposed, 2-10 

volume identification segment, 
2-10, 2-11 


paragraph headings, 4-10 


changing level of, 4-11 
cell-7 or cell-5 heading, 4-11 
full capitalization, 4-10 


paragraph lists, 8-2 
paragraph numbered materials. See 


line-numbered materials 


paragraphs 


blocked, 1-10 
capitalization, 1-10 
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font attributes, 5-10 
indented, 1-10 
exception to, 1-11 
lettered, 1-11 
numbered, 1-11 
part headings 
capitalization, 2-19 
table of contents, 2-17 
partial table of contents 
within text, 2-22 
parts of speech 
font attributes omitted, 5-4 
permission statement 
publisher’s segment, 2-5 
permission to print 
exceptions to copyright law, 2-7 
format for, 9-6, 9-7 
placement of, 9-7 
plays, 14-1 
character’s names 
font attributes, 14-1 
font retained, 14-2 
format for, 14-1 
transcriber’s notes, 15-3 
conclusion statement, 14-8 
dialogue 
format for, 14-1 
irregular spacing, 14-1 
font attributes 
omitted, 5-5, 14-4 
retained, 14-1 
line-numbered, 15-3 
blank cells, 15-3 
mixed format 
dialogue, 14-8 
stage directions, 14-8 
multiple volumes 
page numbers, 14-3 
print page numbers, 14-3 
repeated cast of characters, 14-3 
punctuation for character’s names, 
14-2 
scene settings 
definition of, 14-3 
format for, 14-3 
simultaneous speakers, 14-5 


stage directions, 14-3 
verse 
format for, 14-6 
plays, prose 
blank cells, 14-5 
character’s names 
format for, 14-5 
plays, verse 
blank cells, 14-6 
font attributes 
omitted, 14-6 
stage directions, 14-7 
poetry 
attributions, 13-9 
blank lines, 13-2, 13-4 
when marked, 13-7 
cell-5 headings 
stanza numbers, 13-4 
contracted braille, 13-8 
definition of, 13-1, 15-3 
diagrammed scansion and meter, 
13-9 
division between pages, 13-2 
embedded in narrative text, 13-1 
font attributes 
retained, 13-1 
special symbols page, 13-1 
format for marked, 13-6 
glossaries, 13-2 
indention pattern, 13-2 
deep indention of lines, 13-3 
irregular indention, 13-5 
transcriber’s notes, 13-5 
line numbers and rhyme scheme, 
15-5 
line-numbered materials, 15-3 
meter 
format for, 13-8 
narrative 
font attributes, 15-4 
rhyme scheme, 15-4 
note separation line, 13-6 
placement of, 13-3 
print 
end-of-line symbols, 13-1 
spacing of symbols, 13-1 
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reference marks, 13-6 print pages. See pages, print 


rhyme scheme, 15-4 print symbols 
scansion, 13-6 scansion, 13-6 
format for, 13-7 sentence diagramming, 18-9 
second writing printing date 
font attributes, 13-7 publisher’s segment, 2-6 
scansion, 13-7 printing history 
shaped definition of, 2-8 
definition of, 13-4 format for, 2-8 
shared lines. See poetry, irregular pronunciation, 20-1 
indention contracted braille, 20-2 
stanzas diacritic 
format for, 13-4 definition of, 20-1 
stress symbols, 13-6 entry words, 20-7 
subentries font attributes, 20-4, 20-5 
format for, 13-2 grade 1 indicators, 20-5 
transcriber’s notes, 13-5, 13-7 grouping indicators, 20-5, 20-6 
uncontracted braille, 13-5, 13-8 ligatured letters, 20-5 
when marked, 13-7 mark freestanding, 20-6 
unusual punctuation, 13-5 modified letter indicators, 20-3 
wide spacing between words, 13-5 of two letters, 20-5 
with prose symbols. See Appendix G 
format for, 15-4 transcriber-defined modifiers, 
poetry, prose 20-3 
blank lines, 13-6 with marks above or below, 20-6 
definition of, 13-6 division, 20-2 
font attributes omitted, 13-6 letter indicator, 20-2 
prefixes notes, 16-9 
font attributes, 5-3 simple 
preliminary pages definition of, 20-1 
format for, 2-14 font attributes, 20-2 
preliminary volumes primary syllable stress, 20-2 
format for, 1-6 syllable stress, 20-2 
primary stress without syllables, 20-3 
capitalization used, 20-2 pronunciation keys, 20-8 
print proofreader 
above or below text on title page, 2-9 
omissions, 10-11 proofreading. See edited material 
print copy prose 
copyright information, 2-2 blank cells 
special symbols page, 2-13 line-numbered materials, 15-2 
title pages, 2-2 definition of, 15-2 
transcriber’s notes, 2-14 line-numbered materials, 15-2, 
print interlining, 1-9 15-3 
print page numbers. See page blank cells, 15-3 
numbers, print short lines, 15-3 
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with poetry included letters 


format for, 15-4 grade 1 indicator, 19-5 
prose plays. See plays, prose interpoint, 19-1 
stage directions, 14-5 irregular shapes, 19-7 
publisher’s name Morse code 
title page, 2-3 format for, 19-3 
publisher’s segment numeric 
Canadian reproduction statement, format for, 19-2 
2-6 scrambled letters, 19-3 
copyright, 2-6 special symbols page, 19-1 
information, 2-5 transcriber’s notes, 19-1, 19-2 
permission, 2-6 uncontracted braille, 19-3 
ISBN, 2-7 word, 19-6 
permission statement, 2-5 word division, 19-2 
permission to print 
computer programs, 2-7 Q 
place of publication, 2-5 questions 
printing date, 2-6 format of, 10-2 
printing history, 2-8 questions and answers 
reproduction statement, 2-6 division of set, 10-4 
reservation of rights, 2-6 quotations 
website, 2-5 included in notes, 16-10 
pull quotes 
definition of, 9-1 R 


displayed materials, 9-1 


punctuation reader's perspective 


basic principles, 1-2 
enclosed marks of, 18-2 boxes, 7-1 


eal eerie air ae exercises, 10-2 
a . indicator, 18- font attributes, 5-2 
readings, 4-6 illustrations, 6-1 
list of symbols, G-2 line-numbered materials, 15-1 
omissions, 10-10 : x 
: acl lists, 8-2 
print emp ae notes, 16-2 
transcriber’s notes, 18-4 a 
poetry, 13-1 
usage and order of, 18-2 - 
spellers, 17-1 
puzzles. See also codes tables. 11-1 
blank cells, 19-2 ‘ 
blank spaces, 19-3 
braille symbols substituted, 19-1 


transcriber’s notes, 3-1 
transcriber-generated pages, 2-1 


rearrangement 
ae aie ee lists in columns, 8-5 
crossword, 19-4 tables, 11-20, 11-21 


transcriber’s notes, 19-4 
division of, 19-5 
a sana gee reference marks. See a/so notes 
Coe ea braille location, 16-2 
grade 1 indicator, 19-3, 19-5 definition of, 16-1 


reference indicators. See reference 
marks 
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font attributes, 16-4 
format for, 16-2 
grade 1 indicator, 16-2 
in superscript position, 16-3 
placement of, 16-2, 16-3 
poetry, 13-6 
print location, 16-1, 16-2 
print symbols, 16-1 
special symbols page, 16-3 
refrain 
music, 13-11 
related columns. See tables 
religious materials 
agency decisions, 13-10 
format for, 15-6 
notes, 15-6 
paragraph format, 15-6 
verse format, 15-6 
repeated materials 
front matter format, 2-14 
repeated page numbers, 1-18 
rhyme scheme 
line numbers, 15-5 
narrative poetry, 15-4 
poetry, 15-4 
roman numerals 
capitalized, 5-3 
page numbers, implied, 2-14 
print page numbers, 1-15, 2-10 
root words 
font attributes, 5-3 
row headings 
definition of, 11-2 
implied, 11-9, 11-10 
long, 11-9 
repeated in tables 
omitted, 11-9 
stairstep table, 11-23 
tables 
definition of, 11-9 
format for, 11-9 
Rules of Unified English Braille, The, 
1-1, 2-13 
running footers, 1-2 
running headers, 1-2 


running heads 
blank cells, 1-10 
blank lines, 1-10 
capitalization used, 1-10 
format for, 1-9, 1-10 
headings, 4-3 
shortening of, 1-10 
runovers 
alphabetic references, 21-1 
bullets, 8-7 
column headings 
in tables, 11-7 
columns, 11-11 
exercises, 10-5 
marked items in list, 17-4 
matching columns, 10-16 


S 


sample sentences 
alphabetic references 
font attributes, 21-11 
scansion 
diagrammed 
poetry, 13-9 
indicators, 13-6 
poetry, 13-6 
scene settings 
blank lines, 14-3 
cartoons, 14-9 
font attributes 
omitted, 14-3 
plays 
format for, 14-3 
scrambled letters 
puzzles, 19-3 
spellers, 17-1 
screened materials. See a/so boxes 
definition of, 7-1 
screenshots 
descriptive, 6-10, 6-11 
format for, 6-10 
informative, 6-10 
second/subsequent title page 
format for, 2-11 
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sentence diagramming 
arrow symbols 
format for, 18-10 
arrows and emphasis 
format for, 18-12 
definition of linear, 18-8 
definition of spatial, 18-10 
font attributes, 18-8 
linear 
format for, 18-8 
multiple arrow symbols 
format for, 18-10 
print symbols, 18-9 
transcriber-defined typeform 
indicator, 18-9 
sentences 
displayed materials, 9-3 
separation line 
definition of, 11-2 
notes, 16-5 
tables on facing pages, 11-19 
series 
format for, 2-3 
title segment, 2-3 
set 
definition of, 10-1 
exercises, 10-2 
shaped poetry 
definition of, 13-4 
shapes 
transcriber-defined typeform 
indicator, 5-12 
shared poetic lines. See poetry, 
irregular indention 
sidebars 
blank lines, 12-2 
box lines, 12-2 
extraneous text, 12-2 
format for, 12-1, 12-2 
headings, 12-2 
identification, 12-1 
placement of, 12-2 
text in margin, 9-2 
signatures 
diaries, 9-9 
format for, 9-9 


script, 9-9 
simultaneous speakers 
blank lines, 14-5 
format for, 14-5 
plays, 14-5 
skeleton tables 
format for, 11-17 
transcriber’s notes, 11-17 
slide presentations, 6-11 
slide numbers, 6-11 
speaker’s notes, 6-11 
text, 6-11 
transcriber’s notes, 6-11 
small capitals 
transcriber-defined 
indicator for, 5-2 
songbooks. See a/so hymnals 
format for, 13-10 
source citations 
blank lines, 9-6, 11-5 
box lines in tables, 11-5 
copyright, 9-7 
format for, 9-6 
headings, 9-7 
illustrations, 6-2 
placement of, 9-6 
print placement, 9-7 
tables, 11-5 
tables/charts, 9-7 
space saving, 1-2 
Spanish braille symbols, D-4 


spatial sentence diagramming, 18-10 


special symbols page 
analogies, 18-4 
braille order of symbols, 2-13 
bullets, 8-7 
ditto mark, 11-12 
format for, 2-13 
heading not continued, 2-13 
required braille symbols, G-1 
stress marks, 20-4 
superscript indicator, 21-19 


symbols included in volume, 2-13 


transcriber’s notes, 3-3 


transcriber-defined font attribute, 


5-9 





I-21 


Index 


spellers 
activities, 17-2 
blank cells, 17-2 
contracted braille, 17-1, 17-2, 17-3 
definition of, 17-1 
font attributes, 17-2 
uncontracted braille, 17-2 
word lists, 17-1 
changing print format, 17-2 
spelling words 
contracted braille in first writing, 
17-2 
definition of, 17-2 
font attributes omitted, 5-5 
format for, 17-2 
repeated list of, 17-2 
spine 
alphabetic reference sequence, 
21-4 
sponsoring agency 
transcriber/transcription segment, 
2-9 
spreadsheets 
transcription of, 11-1 
stage directions 
blank lines, 14-6 
enclosure symbols used, 14-3 
font attributes 
omitted, 14-5 
format for, 14-3 
prose dialogue, 14-5 
verse dialogue, 14-7 
stairstep tables 
blank lines, 11-23 
cell-5 heading, 11-23 
column headings, 11-22 
format for, 11-22, 11-23 
notes, 16-12 
transcriber’s notes, 11-22 
standardized tests 
copyright permission, 2-7 
stanzas 
division of between pages, 13-4 
numbered, 13-4 
poetry, 13-4 


STEM. See Effective Practices for 
Description of Science 
Content within Digital Talking 
Books 
stress 
print symbols in diacritics, 20-3 
transcriber’s notes, 20-3 
symbols in poetry, 13-6 
subentry 
definition of, 21-16 
list of, 21-18 
subsequent volumes 
table of contents, 2-20 
sub-subentry 
definition of, 21-17 
subtitle 
format for, 2-3 
Sudoku 
format for, 19-7 
suffixes 
font attributes, 5-3 
summary keys, 20-8 
format for, 20-11 
placement of, 20-11 
supplemental volumes 
format for, 1-7 
syllabification 
simple pronunciation, 20-3 
syllabified words 
division of between lines, 17-6 
format for, 17-6 
syllable division 
print symbols, 20-2 
syllable stress 
font attributes, 20-2, 20-4 
format for, 20-4 
mark over vowel, 20-4 
primary 
simple pronunciation, 20-2 
simple pronunciation, 20-2 
special symbols page, 20-4 
tertiary symbol, 20-4 
symbolic colon 
braille symbol, 21-14 
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T 


t pages. See transcriber-generated 


page numbers 


table of contents 


alphabetical, 2-22 
blank lines, 2-17, 2-18 
brief, 2-16 
capitalization in, 2-19 
chapter/lesson heading, 2-17, 2-18 
complete in volume 1, 2-17 
division of, 2-18 
entries on lines 1 and 25, 2-18 
extraneous materials, 2-17 
font attributes 
omitted, 5-3 
retained, 2-19 
general format for, 2-16 
genre/subject, 2-21, 2-22 
guide dots, 2-19 
headings 
centered, 2-17 
omitted, 2-18 
repeated, 2-21 
inside book cover, 2-17 
interpoint, 2-18 
interpoint guidelines, E-2 
nested list format, 2-18 
page heading omitted, 2-17 
partial, within text, 2-22 
print page number format, 2-19 
right margin, 2-19 
subsequent volumes, 2-17, 2-20 
transcriber-generated, 2-16 
transposed material 
definition of, 2-21 
volume divisions, 2-20 
unknown, 2-20 
volume identification number 
omitted, 2-21 
volume listing, 2-20 
volume number omitted for single 
volume, 2-17 
without print page numbers, 2-21 


tables 


alternative formats 
notes, 16-12 


blank lines, 11-4, 11-6, 11-10 
source citations, 9-7 
box lines, 11-4 
boxes, 11-4 
captions, 11-6 
format for, 11-6 
column entries, 11-10 
definition of, 11-2 
column headings 
format for, 11-7 
separation line, 11-7 
column width, 11-4 
continuation page number retained, 
11-6 
definition of, 11-1 
diagonal lines, 11-10 
displayed materials, 9-2 
ditto mark, 11-12 
division of, 11-22 
between pages, 11-5 
end-of-volume statement, 11-7 
facing pages, 7-4 
format for, 11-19 
format for, 11-4 
skeleton, 11-17 
graphs 
converted to table, 11-18 
guide dots, 11-9 
headings 
blank lines, 11-6 
condensed, 11-12 
format for, 11-6 
horizontal grid lines 
symbol for, 11-11 
horizontal lines, 11-11 
identification of, 11-2 
keys, 11-14 
linear 
blank lines, 11-21, 11-22 
column headings, 11-21 
format for, 11-21 
notes, 16-12 
punctuation, 11-21 
transcriber’s note, 11-21 
listed, 11-20 
column headings, 11-20 
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condensed headings, 11-20 
notes, 16-12 
not treated as displayed material, 
11-4 
notes, 11-5 
format for, 16-11 
numerals, 11-10 
numeric 
blank cells used, 11-14 
entries only, 11-13 
passage indicator, 11-14 
passage indicator placement, 
11-14 
omitted sections of, 11-18 
partially filled in, 11-17 
parts identification of, 11-2 
placement of, 11-5 
print signs, 11-13 
rearrangement, 11-21 
related columns, 11-3 
relocation, 11-5 
row headings 
definition of, 11-9 
format for, 11-9 
format for long, 11-9 
implied, 11-9 
segmented numbers in, 11-12 
sequential numbering of, 11-6, 
11-7 
continued, 11-7 
omitted, 11-7 
skeleton, 11-17 
source citations, 9-7, 11-5, 11-19 
stairstep, 11-22 
devised headings for, 11-23 
sub-column headings, 11-8 
format for, 11-8 
symbols omitted, 11-13 
table title on facing pages, 11-19 
text on line 25, 11-5 
transcriber’s notes, 11-5 
transcription of, 11-1 
vertical lines, 11-11 
wide 
alternate format, 11-18 
division of, 11-20 


facing pages, 11-18 
interchanging columns and rows, 
11-20 


tactile graphics 
interpoint guidelines, E-1 
preferred for maps, etc., 6-1 
tactile graphics specialist 
on title page, 2-9 
technical materials 
agency decision, 1-3 
partial, 1-4 
transcription of, 1-3 
technical notation, 1-4 
transcriber’s notes, 1-4, 3-4 
tertiary stress 
symbol, 20-4 


text 


editing, 1-2 

structure of, 1-2 
texts, foreign 

copyright permission, 2-7 
thesauruses 

dash, 21-13 

definition of, 21-13 

font attributes 


omitted, 21-13 


format for, 21-13 
multilevel 


format for, 21-13 


nested list, 21-13 

subentries, 21-13 
timed reading 

format for, 15-5 
timelines 

bars, 6-9 

captions, 6-9 

dates 


omitted, 6-9 
retained, 6-9 


format for, 6-8 

multiple events, 6-9 
nested list, 6-9 

over multiple pages, 6-9 
shared dates, 6-9 
shared information, 6-9 
transcriber’s notes, 6-9 
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for range of years, 6-9 
title 
blank cells, 1-9 
blank lines, 1-9 
definition of complete, 1-9 
format for, 1-9 
title pages 
agency decisions, 2-2 
blank lines, 2-2 
format for, 2-2 
letter sequence 
uncontracted braille used, 21-4 
print, included in braille edition, 2-2 
publisher’s name retained, 2-3 
publisher’s segment, 2-5 
second/subsequent, 2-11 
title segment, 2-3 
transcriber/transcription segment, 
2-9 
volume identification segment, 2-9 
title segment 
format for, 2-3 
grade level, 2-3 
primary and secondary books, 2-3 
series name, 2-3 
titles 
ancillary books, 2-3 
bound together, 2-2 
font attribute retained for 
preposition, 5-8 
font attributes, 5-8 
series, 2-3 
source, 2-2 
transcriber judgment, 1-1 
transcriber/transcription segment 
agency decisions, 2-9 
format for, 2-9 
transcriber’s description 
cartoons, 14-10 
icons, 4-12 
illustrations, 6-2, 6-4 
shaped poetry, 13-4 
slide presentations, 6-11 
transcriber’s notes 
blank lines, 3-2 
boxes on facing pages, 7-5 


bullets, 8-7 
cartoons, 14-8, 14-9, 14-10 
continuation of text, 3-4 
counted words, 15-6 
crossword puzzles, 19-4, 19-6 
edited material, 3-1, 18-7 
embedded, 3-1, 3-2 
enclosure symbols, 18-5, 18-7 
format for, 3-1, 3-2 
multiple paragraphs, 3-2 
forms, 6-7 
genealogical charts, 6-8 
guidelines, 3-1 
from other codes, 3-1 
indicator, 3-2 
interrupted boxes, 3-3, 7-4 
key list, 11-16 
keys, 11-16 
notes, 16-11 
omissions, 10-11 
omitted 
for cartoons, 14-9 
for condensed headings in 
columns, 11-13 
omitted illustrations, 6-5 
page number references, 3-2 
pictures in exercises, 10-18 
placement of, 3-3 
poetry, 13-5 
poetry with scansion, 13-7 
print guide words, 21-5 
puzzles, 19-2 
relocation of illustrations, 6-3 
resumed boxes, 7-4 
samples, 3-1 
skeleton tables, 11-17 
slide presentations, 6-11 
tables, 11-5 
technical notation, 3-4 
text editing, 1-2 
two or more symbols, 3-3 
verse plays, 14-7 
transcriber’s notes page 
format for, 2-13, 2-14 
omission of illustrations, 6-5 





I-25 


Index 


transcriber-defined 
emphasis indicators 
list of, G-10 
font attributes 
alternate forms used, 5-9 
order of, 5-9 
special symbols page, 5-9 
symbols, 5-9 
general 
list of symbols, G-10 
transcriber-defined typeform 
edited material, 18-7 
transcriber-generated 
table of contents, 2-16 
transcriber-generated page numbers, 
1-18 
transcriber-generated pages 
definition of, 2-1 
information included, 2-1 
numbering, 2-2 
title pages, 2-2 
translators 
in author segment, 2-4 
transposed material, 2-10 
page numbering, 20-9 
table of contents, 2-21 
true/false 
exercises, 10-17 
typefaces 
definition of, 5-2 
font attributes, 5-2 
typeform indicators 


list of, G-8 
symbols for. See Appendix G, See 
UEB §9 


typeform word indicator 
partial emphasis, 5-10 


U 


uncontracted braille 
bilingual reference materials, 21-11 
crossed-out letters, 17-9, 17-10 
edited material, 18-6 
inserted letters, 17-10 
insertions, 17-11 
letter sequence, 21-4 


omitted letters, 17-7 

poetry, 13-5, 13-8 

puzzles, 19-3 

spellers, 17-2, 17-6 

syllabified words, 17-6 

word formation, 17-12 

word lists, 17-2, 17-3 

word puzzles, 19-6 
Unified English Braille Guidelines for 

Technical Material, 1-4 

unit headings 

capitalization, 2-19 

table of contents, 2-17 
unnumbered/unlettered 

answer choices 

order of, 10-7 
directions 
exercises, 10-4 
unsuitable material for transcription, 
10-1 


V 


verse plays. See plays, verse 
transcriber’s notes, 14-7 
vertical lines 
tables, 11-11 
vertical list, 8-2 
vocabulary word list, 17-1 
volume 
divisions 
table of contents, 2-20 
unknown, 2-20 
end-of statement, 1-7 
blank cells used, 1-8 
blank lines, 1-7 
format in tables, 11-7 
one line of text, 1-8 
plays, 1-8 
format for, 1-6 
label 
format for, 1-19 
numbering 
cover label, 1-6 
table of contents, 1-6 
title page, 1-6 
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size 
agency decision, 1-6 
volume identification segment 
agency decisions, 2-9 
braille page numbers, 2-10 
customized braille used, 2-10 
format for, 2-9 
print page numbers, 2-10, 2-11 
volume label 
alphabetical references, 1-20 


WwW 

web pages 

screenshots 

format for, 6-10 

website 

publisher’s statement, 2-5 
website design 

format for, 6-10 
word division 

line-numbered materials, 15-2 
word formation 

arrows, 17-12 

mathematical symbols, 17-12 
word lists 

alphabetical order, 10-15 

blank cells, 17-4 

blank lines, 10-14 

changing print format, 17-2 

contracted braille, 17-1, 17-3 

displayed materials, 9-4, 9-5 

exercises, 10-14 

font attributes, 17-3 


foreign language 
articles, format for, 17-5 
format for, 17-4 
marked items, format for, 17-5 
marked words, runovers, 17-5 
placement, 17-4 
format for, 17-3 
marked items in 
format for, 17-3 
phrases, 9-5 
placement of, 10-15 
spellers, 17-1 
uncontracted braille, 17-2, 17-3 
word parts 
font attributes omitted, 5-3 
uncontracted braille, 17-3, 17-11 
word puzzles, 19-6 
grade 1 passage indicator, 19-6 
grade 1 terminator, 19-6 
word search puzzles 
blank lines, 19-7 
continued, 19-7 
words 
divided between print pages, 1-11 
division of, 1-11 
partially emphasized, 17-3 
syllabification, 1-11 
words, counted 
format for, 15-5 
workbooks, set of 
title, 2-3 
write-on lines 
exercises, 10-7 
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